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Look What Users of 
Dictation Discs 
Say About Them! 








“These records 
have helped me 
secure a@ much 
better position 
than I had pre- 
viously.’”’ 

MRS. R. L. HENDERSON 
Portland, Maine 


“T am a teacher of Gregg 
Shorthand and Dictation 
Discs have been very valua- 
ble in my shorthand classes. 
My students enjoy taking 
dictation by these records.”’ 


MISS BETTY BURNS 
Route 1, Box 69 
Valdese, No. Car. 


“After using your rec- 
ords faithfully I gained 
enough confidence to 
apply for one of the bet- 
ter positions here in Day- 
ton. I was given a test 
and had an excellent 
steno position within 
two days.” 


CAROL WETZEL 
Dayton, Ohio 





“I like to use records for my 
shorthand classes ...I find 
the Dictation Disc Com- 
pany’s records fit my needs 
well for practice and speed 
building.”’ 

MRS. VIRGINIA RANKIN 

Twin Bridges, Mont. 
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These Giants of American 
Industry Use Dictation Discs 
In Their Training Programs 


Prudential Insurance Co. 
Western Electric 
General Electric 
Eastman Kodak 
Tempo Aircraft 
National Carbon Co. 
International 
Correspondence Schools 
Socony Mobil Oil Co. 
Federal Reserve Bank 
Tennessee Valley Authority 
LaSalle Extension 
University 
Central Railroad of 
New Jersey 
. PLUS MANY MORE 
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MESSAGE TO TEACHERS 


With Dictation Dise records repetition is the 
fundamental key to speed. This is so because 
every record we have is made up 75 per cent or 
more of the thousand commonest words—and 
the thousand commonest words represent 75 
per cent or more of running English. Every 
time your students play Dictation Dise records 
they are getting infinite repetition and addi- 
tional skill on 75 per cent of all the running 
matter that will ever be dictated to them. Con- 
sidering this you can well imagine the vast 
speed gains that can be made through Dictation 
Dises. Over 8,000 shorthand teachers have al- 
ready displayed their interest in Dictation 
Dises for their students. 





170 Broadway, New York 38, New York 
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SHORTHAND SPEED 


How to Develop Shorthand Speed 


In order to develop shorthand speed, it is important to remem- 
ber that shorthand is written with the mind and not with the 
hand. You do not write shorthand faster by making your hand 
move faster. You write shorthand faster by thinking the out- 
lines more quickly. In other words, you can write shorthand 
just as rapidly as you can think the outlines. In order to boost 
your shorthand speed, you must force your mind to assemble 
the shorthand outlines more rapidly. This is known as speed 
forcing. 

To force speed it is necessary that you practice with dicta- 
tion at a speed higher than your normal writing speed. Because 


you are practicing with a phonograph record, you have the 
opportunity of practicing the material over and over again 
until you finally achieve mastery at the higher speed. The rea- 
son you can write this higher speed after numerous repetitions 
from the phonograph record is not that you have memorized 
the words but that you can think the shorthand outlines for 
that particular selection more rapidly, so that you can now 
write it at a higher rate of speed. In other words, your mind 
can now find the outlines more quickly than it did before. 
With this in mind you are now ready to boost your short- 


hand speed with phonograph records. Here is the way it is 
done: 


How to Practice with Phonograph Records 


First, select a record with dictation 10 to 20 words a minute 
above your normal writing speed. Start with the first letter 
and try writing something down for every word you hear, no 
matter how illegible your notes become. You may write only 
half a column before you are compelled to omit a word. When 
you do, pick up the arm of your record player and start over 
again. On your next try you wil] succeed in writing several 
more words. Continue in this fashion until you are able to 
write the entire letter. You may be able to write the full letter 
on the very first playing, in which case you will continue to 
repeat the letter as often as is necessary for you to write it with 
perfect control. In either case, this may mean from 10 to 30 
repetitions of the same letter — hence the great advantage of 
the phonograph record for this type of practice. 

Remember, you must strive with all your energy to get 
down every word of the dictation no matter how illegible your 
notes become. In this practice procedure lies the secret of short- 
hand speed. Paradoxical as this may sound, in order to increase 
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your shorthand speed, you must write faster than you can write 
now. To do this, the dictation must be at a speed faster than 
you can now take. At such a speed your notes are bound to be 
illegible. This is a sign that your mind is forcing your hand to 
write higher speeds. As soon as your mind grows accustomed 
to thinking of the shorthand outlines at this new speed, your 
notes will grow in legibility. At the end of such a practice ses- 
sion, you must also practice for a few minutes writing slowly 
in order that you may retain your ability to write legibly. This 
is important. For such a purpose, a minute or two of any dicta- 
tion that you have already mastered is perfectly suitable. 

After you have finished practicing two letters in this fashion, 
you should then practice both letters until you can write them 
without a pause. When you have mastered all the letters on 
one record side at a given speed, continue on with the follow- 
ing side at the next higher speed in the same fashion. 

If you will persevere in following the above procedure, in a 
very short time you will find yourself getting down dictation at 
higher speeds than you are now writing. 
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That’s what I said when the job I was so sure I deserved went 
to another woman. 

I couldn’t understand why I wasn’t getting ahead. Women 
with less experience and less seniority than I were being pro- 
moted. Why wasn’t I? 

Why wasn’t I being given a chance at more interesting, 
high-paying jobs? I was reasonably attractive, a hard worker. 


I FIND THE ANSWER 

Finally I asked a woman in a good executive position to 
tell me frankly what my trouble was— why I was being kept in 
the same old job. What she told me changed my whole life. 

The secret of her success was training. She told me that 
to get ahead in these competitive times, experience isn’t enough. 
Women need training for advancement—just as men do. 

Then she told me where to get the training I needed— from 
International Correspondence Schools, the success-proven 
method of getting ahead. I.C.S. has hundreds of courses, cover- 


For Real Job Security —Get an I.C.S. Diploma! I.C.S., Scranton 15, Penna. 


INTERNATIONAL CORRESPONDENCE SCHOOLS 





ASSISTANT 


ing almost any subject you can think of. Bookkeeping and 
Accounting, Advertising, Professional Secretary, Sketching and 
Painting —to name just a few. 


FREE CAREER KIT TELLS ALL 

I wrote to LC.S. and received a free Career Kit with 3 
famous booklets that have helped so many people—men and 
women—to find real success: “How to Succeed” Career Guide 
with all kinds of tips on how your personality and outlook can 
affect your job future; “Career Catalog” outlining job oppor- 
tunities in my field; and a sample I.C.S. lesson that quickly 
demonstrated how the famous I.C.S. method works. 


Since I enrolled with I.C.S. I’ve already had a raise and a 
promotion. My boss Knows I’m getting the training I need to 
get ahead. 

If you are being left behind while others get the better, 
higher-paying jobs—don’t wait! Start this minute toward more 
pay, a more interesting future, by mailing this coupon today. 


Accredited Member 
National Home Study Council 





DEAN OF WOMEN, BOX 61096J, SCRANTON 15, PENNA. 
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[] Shott Story Writing 
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For easier — faster — finer typing, Olympia 
Standard Office Typewriters come 
fully-equipped with the finest fea- 
tures — from exclusive Spring- 
Cushioned Speed Keys to a oney- 
saving Interchangeable Carriage “all at no 
extra cost! Here’s one of Olympia’s handiest. 
For speed and efficiency Olympia features 
an amazing Automatic Paper Injector-Ejec- 
tor, illustrated above. Ideal for paper inser- 
tion. Set ‘‘feed-dial’’ — pull lever — and 
presto there’s the paper — perfectly posi- 
tioned ready for typing. And, addressing 
envelopes or labels is a breeze — they glide 
to exact line desired without time-wasting 
adjustments. Automatically ejects, too! 


+ 


INJECTOR 
-EJECTOR 


ANOTHER OUTSTANDING 
FEATURE OF OLYMPIA 


OFFICE TYPEWRITERS! 
i lb 





Peerrecer us yen 


It’s another important reason why Olympia 
“®_ is the world’s finest typewriter to do 
& business with. Precision-built, in Eu- 
rope’s largest, most modern type- 
writer factory, for easy, quiet, trouble- 
free performance year after year. Test a 
new Olympia soon — ‘‘on-the-job’’ — before 
you decide on any other office typewriter. 
Consult the Yellow Pages for name of your 
nearest dealer. For more details — write: 
INTER-CONTINENTAL TRADING CORPORA- 
TION, 90 WEST STREET, NEW YORK 6, N.Y. 
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it’s Spring (or A Reasonable Likeness)! A breath of 

¥ fresh air is no problem for some busy executives who 

don't have time to step outside during the day. A 
portable medical oxygen system is now on the market 
for personal use and/or emergencies (announced by 
HCG Division, Chemetron Corp., 840 N. Michigan Ave., ‘ 
Chicago 11, I1l.). One Chicago lawyer uses it for *SHOW YOUR BUSINESS CARD HERE... 
a quick afternoon pickup! TO PERSONALIZE YOUR PRESENTATION 





Aid To Convention Planners (And Their Secretaries) ... 





If your boss has the job of handling conventions An attractive 
every now and then, he and you will be happy to VINYL 
know that there's a service available to relieve him , 
of one problem--providing entertainment. "The BRIEF COV ER 
Distinguished Entertainment Service Department" will to present and protect 


develop a theme and format for a convention progran, 
submit a suggested outline for the entire pro- 
duction and stage the complete show at a package 
price. Information can be obtained from its origi- 
nator, Robert F. Warner, Inc., 630 Fifth Ave., New 
York 20, N.Y. 


all that you 
bind into it 





Adds an impressive personal 
touch to any report 


— 
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Post Office Plea... Those reports, letters, parcels-- 
do they have to get into the mail tonight? If they 
aren't that urgent, you can do your local post- 
master and his employees a great favor by bringing 
them to the post office during slack hours, earlier 
in the day. Surprisingly, rush-hour periods are 
between four and eight p.m. To avoid delays on your 
mail and to help speed postal service, try mailing : 
before noon--l p.m. at the latest. (The Business - a. 
Mail Foundation.) 
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Acetate window pocket shows 
inside title sheet, business 
card or specially printed card 


Soft, flexible pure vinyl that 
lasts and lasts — one-piece 
welded construction — won't 


\ 


Modern cover design, trim 
"V"' back — five eye-catching 
colors: red, blue, green, 
black, gray 


More on Moonlighting. Few companies forbid employees 
to work at second jobs, but the practice is gen- 
erally frowned upon on the theory that moonlighting 
reduces a worker's efficiency. A study recently 
completed in Hawaii, however, indicates just the 
opposite--there, moonlighters tend to be excep- 
tionally stable workers and married, with larger- 
than-usual families. Yet money was not a primary 
cause for the second job. When asked, Hawaiians 
said they liked to work and one job didn't keep them | MAKE YOUR PRESENTATION PERSONAL 
sufficiently busy! — see this very attractive cover at your 


stationer's, or write to Smead Manufac- 
turing Co., Hastings, Minn. 


Three double-tang fasteners— 
safely binds up to a half-inch 
stack of papers, size 11 x 8 


TOP PRIZE for a company suggestion is believed to be 


the $56,000 that two employees recently split for | y 
an idea submitted at IBM's Poughkeepsie plant... YU) 


DOUBLE PURPOSE LUGGAGE FURNITURE called "Lug-a- 


Ture" is now in production process--traveling bureau mead 
drawers will convert at push-button touch into 
lightweight pieces of luggage. VINYL BRIEF Coy7Ps 
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©1961, Venus Pen & Pencil Corp., Lewisburg, Tenn. 


They’re three specialized Venus ball PEN*:cils® you'll 
want to try out in your office: Super Fine, for bookkeep- 
ing and extra fine writing. Erasable, with eraser. Repro- 
ducing, for use with all office copying machines. You can 
get all three free with your next order of 3 dozen Venus 
ball PEN:cils (No. 10-3D) with either blue or red ink. 


SOCOO SETHE OTE HOTHESEH ESET E EEE HEE TESTE EEEH EEE EES 
e 


Mail this coupon to your 
Stationer. 
Please send me the fol- 
lowing packages in 
Venus’ Department Test 
Offer No. 10-3D. 
No. of Packages 
(Blue ink) 
No. of Packages 
(Red ink) 


NAME 
COMPANY NAME 


ancien itn iniaimianedaiatenaiaiiscati 


CITY. 


VENUS, 
ball PEN-cil 


Venus’ Department Test 
Offer contains 3 dozen 
regular Venus ball 
PEN -cils in blue or red 
ink, PLUS three free 
samples for testing: 
Super Fine (39¢), Repro- 
ducing (39¢) and Eras- 
able (29¢). TS 10 


STATE 


THIS OFFER GOOD FOR LIMITED TIME ONLY 
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Coming in November, a day of vast importance to all of us, yet a day that will be ig- 
nored or misused by too many of us. . . Election Day. 

In this so-called ‘‘off’’ year, most of the contests are restricted to local candidates and 
issues. Lacking are the panoply and fanfare of last year’s presidential race—the excite- 
ment of the television debates, the lure of big names, the push, push, push on a national 
scale. Instead, a mayoralty contest here, a race for county sheriff there, a vote to deter- 
mine district leaders just about everywhere. In their own way, however, these elections 
are just as important as last year’s—those elected will administer government, make 
laws, collect taxes, formulate party policy, have a say in choosing candidates for national 
office. 

For you, the voter, there can be no such thing as an “‘off’’ year. And, while we add 
our voice to all the others urging you to cast your ballot, we do so with one proviso—know 
whom and what you're voting for. 

In Russia, in East Germany, in Cuba, in too many other countries, the voters turn out 
in numbers that far surpass our American standards. They dutifully go to the polls, duti- 
fully cast their votes—for what? A slate of candidates, hand-picked by the state. They 
don’t have to know whom or what they’re voting for. They don’t have to make a choice. 
All that’s required of them is blind obedience to a master’s voice. 

Here in the United States so very much more is offered to us and so very much more is 
expected of us. We are free to choose, and it is this freedom that lends significance and 
weight to the act of voting. But, like all freedoms, it entails responsibility, too... the 
responsibility of knowing what and why we choose. And how many Americans completely 
ignore such responsibility! 

The man who always votes the straight party ticket because ‘‘my father did and his 
father did’. . . the woman who refuses to listen to any information of a political nature 
—‘‘l don’t need anyone to tell me how to vote!’’. . . the girl who is moved, not by facts 
and figures, but by a smile, a hairdo, a compelling voice, a pie-in-the-sky promise. These 
are the people who vote blindly, unthinkingly. These are the people who are responsible 
for so much inefficient, incapable, corrupt government. These are the people who might 
better stay at home on Election Day. 

As citizens, we have a duty to be informed before we vote . . . through reading, listen- 
ing, studying, deliberating. By asking Who? What? Why? How? as we assess the parties 
and the candidates. 

There are so many ways to accomplish this. We can look behind the faces and voices 
and cast an objective eye at the records of the men involved—many a politician never 
says what he does, never does what he says. We can study newspaper articles and edi- 
torials, buying a different paper from time to time to get the Opposition’s view. We can 
discuss the issues with others—perhaps over lunch in the office—giving our thoughts, lis- 
tening (with an open mind) to those of others. We can attend rallies, hear speeches, visit 
party headquarters. 

We can ask ourselves where we stand in regard to the big political questions. And we 
can find out where our candidates stand on the same questions. Always we must seek 
to know. ... 

By doing so, we can face Election Day confidently and intelligently . . . we shall have 
earned the right to choose. 

By not doing so, we may be digging democracy’s grave. For the day may come when 


the freedom to choose no longer exists. 
g Py 


The decision is still yours to make. 
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The Boss Meets Plastisol F-100 


New Columbia Plastic Coated Copy Film 


OU’LL be enthusiastic, too, hole « Packaged in new patented 

once you’ve seen new Piasti- Carbnpad—100 sheets to the pad 
sol F-100 copy film out- « Easier to use, easier 
wear and outperform to store—in every desk 
even the finest carbon drawer « Try it! 


papers! FREE DEMONSTRATION— 
Plastisol F-100 outwears Write either Columbia 
carbon tissue by 3 to 5 Ribbon & Carbon Mfg. 
times + Re-inks immedi- Co., Inc. 114 Herb Hill 
ately - Produces perma- Road, Glen Cove, N. Y. 
nent, smudge-free copy or Columbia Ribbon & 
with complete uniform- Carbon Pacific, Inc., 
ity « Doesn't dog-ear, Duarte, Calif. No obliga- 
tree, curl, wrinkle or pin tion, of course. 
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TIPS FOR COMMUNICATORS. The Sound- 
Scriber Corp., Education Dept. TS. 6 Middle- 
town Ave.. North Haven. Conn. Free. 





Whether your boss dictates direct or by 
machine. youll want to slip this pamph- 
let discreetly onto his desk. particularly 
if you yearn for a change in his dictation 
habits. Hell appreciate the twenty sug- 
gestions for dictation-giving and the sev- 
eral ideas for effective written com- 
munication development. You may pick 
up a few ideas, too. 


NEW YORK FREE FOR ALL. Lew Arthur, 
Dept. TS. Box 1, Peter Stuyvesant Station. 
New York 9, N.Y. $1.10. 


If you are planning a fall or future 
jaunt to the world’s most fascinating 
city. youll want a copy of this guide to 
Vew York's free but fine activities. The 
author describes movies. sports, con- 
certs. cultural and educational events. 
social meetings, etc. An invaluable in- 
vestment, 


HISTORY OF THE ENGLISH-SPEAKING PEO- 
PLES and THE SECOND WORLD WAR by Sir 
Winston Churchill. Bantam Books, division 
of Grosset & Dunlap. $1.25 each. 


These two nonfiction series by the Brit- 
ish statesman are now available in 
paperback editions. Ten volumes in 
total. six are his memoirs of World 
War II and present a full-scale history 
of the war: the other four are chron- 
icles of the history of England and sur- 
vey of America’s founding fathers. 


WHAT EVERYONE SHOULD KNOW ABOUT 
“FOREIGN AID.” Channing L. Bete Co., Inc., 
Greenfield, Mass. 16 pp. 25 cents. 


One of the current scene’s most con- 
troversial topics is the United States’ aid 
to foreign countries. Actually it isn’t a 
foreign aid program at all but a “Mutual 
Security Program.” Here it is broken 
down scriptographically into its various 
parts: purpose and budget explained. 
Reading about it will give you a clearer 
understanding of the subject as new 
problems come into view. 


DAILY DATA FOR THE LEGAL SECRETARY. 
Henry B. Selkowe and Rose De Mars. De 
Mars Law Secretaries Training Center, Dept. 
TS. 400 W. 58th St., New York 19, N.Y. 


$1 plus 25 cents for postage. 


The value of a secretary in the legal 
field depends on her “know-how” of the 
work and nature of a law office. One 
avenue of self-improvement is this book- 
let published for the purpose of assist- 
ing the legal secretary toward the effi- 
ciency demanded in a law office. Refers 
specifically to New York law offices but 
much of the information is general ref- 
erence. 
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BUSINESS ENGLISH 
E. Lillian Hutchin 


Pitot tae 1) an? ohd let 2 
Madeline S. Stron 


BUSINESS LAW 
R. Robert Rosenberg 


BOOKKEEPING 
Marshall Hanna 
TYPEWRITING 
Alan C. Lloyd 
BUSINESS ARITHMETIC 
Vivian W. Klin 


SHORTHAND 


EXPERTS: “9 


Q. Which is the correct word and why? 

You're one of the men who (is. are) caus- 
ing the ethics and moral fiber of our country 
to break down. 


like the 


secretaries 


A, Sentences 
cause 


one you quote 
trouble. The 


choice of the verb after such expressions 


much 


as “one of those who” is determined by 
the following rule. 

The predicate of a clause introduced 
by a relative pronoun (who in your sen- 
tence) agrees with the antecedent of that 
pronoun, not with the relative pronoun 
itself. The antecedent of who is men. a 
plural noun. Therefore the plural verb 
are must be used. 

Q. I've recently started a new job and 
must set up a complete new filing system. 
Can you advise me of a simple and effective 


way to do so? 


{. To help you find just the right sys- 
tem for each record, read Chapter 12 in 
the new seventh edition of PROGRES- 
SIVE FILING by Kahn, Yerian, Stewart. 
published by McGraw-Hill. The chapter's 
title: “Establishing and Maintaining Fil- 
ing Systems.” 

In planning each filing system, always 
bear in mind that filing is done for find- 
ing. You must be sure that the systems 
you choose will enable you to find some- 
thing immediately. On page 153 of the 
book mentioned, answer the four ques- 
tions to help you select the right systems 
and equipment. 

Also, manufacturers of filing systems 
in your city will be very willing to help 
you analyze your filing needs. 


Nate) > @ | 
f\ 
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Q. Please explain the difference between 
the words moneys and monies. 


{. The regular plural form moneys is 
the usual form, as in “The moneys of the 
world are all different.” 

The Merriam Webster Dictionary, how- 
ever, states that the irregular form monies 
occurs in the sense of “sums of money.” 
This form is not frequently used. however. 
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FILING 


Q. Should the “junior” 
be written out or 


in a man’s name 
abbreviated? Should it 


be capitalized? 


A. In virtually all today the 
“junior” in a man’s name is abbreviated 
and capitalized. (A comma should follow 
as well as precede the abbreviation ex- 


Cases 


cept when the name appears at the end 
of a sentence or in a list.) 

In formal and in social usage. such 
as on a man’s social card. however. the 
word may be 
talized. 


written out and not capi- 








Q. What are the rules for the correct use 
of should and would? 


the same as for shall 
and will. In the first person, should and 
shall are used to indicate mere future 
action: but in the second and third per- 
sons. would and will are used 
purpose, Thus: 


A. The rules are 


for this 


“We should appreciate hearing from 
you.” 
“They would like to go.” 


Q. There’s a dispute in our office: should 
carbon copies of memorandums be signed. 


or the original only? 


A. While 
cedure to use in signing memorandums. 
the usual form is to have the signature 
typed and all copies initialed. Most 
memorandums show “To” and “From.” 
If that’s so, the person who is giving the 
instructions is indicated. 


there’s no one correct pro- 


Q. When writing a letter to a Catholic 
hospital, what salutation should be used if 
you know that the administrator is a Sister 


but do not know her name? 


A. This form would be correct: 
Administrator (or Supervisor or 
whatever title is used) of 
Hospital 
Address 


Dear Sister: 








BEWARE 


of buying any dictionary 
said to be 
“just as good’’as a 


MERRIAM-WEBSTER 








The handy-size, easy-to-use dictionary 
in the bright-red jacket 


e You're sure you're right with a 
Merriam-Webster: it is the final 
authority for courts of law, news- 
papers, colleges, and the U.S. Gov- 
ernment Printing Office. 

¢ More useful, too, because Webster’s 
New Collegiate includes the rules for 
spelling and punctuation, essential for 
business typing but omitted by other 
“Websters.” 

e Always up-to-date: Webster’s New 
Collegiate is kept that way by the only 
large, permanent staff of experts who 
specialize in dictionary making. 

e Teachers at business schools and col- 
leges everywhere require or recom- 
mend Webster’s New Collegiate as 
the most authoritative, most complete, 
most up-to-date desk dictionary. 


Ask for it by name: Webster’s New 
Collegiate, the Merriam-Webster, at any 
stationery, book, or department store. 
$5 plain, $6 indexed. ©G. & C. 
Merriam Co., Springfield 2, Mass. 


INSIST ON 


MERRIAM- 
WEBSTER 


9 


























TYPE-type Executive type, department manager type, private secretary type or 
type type — all look visibly better on PLOVER BonpD. 

A blank sheet of paper becomes a meaningful symbol of your company as soon as it has been 
typed or printed to convey a message — whether it is a letterhead, purchase order or invoice. 


White, bright, strong PLOVER BOND improves the appearance of all business communications 
from the salutation to the signature. Easily erasable, too. 


PLOVER BOND is made with the finest raw materials and the world’s purest papermaking 
water, then carefully dried in clean, fresh country air to insure a uniform finish. 


For any type, for any typewriter, PLOVER BonpD is the visibly better paper. 





S PAPER COMPANY, STEVENS POINT, WISCONSIN 
Pe 
\ | 


\) better papers are made with cotton fiber 
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A tackless tack, pasteless paste is “HOLDIT.” a plastic dough. This 

new adhesive develops gripping power as it’s handled—tear off a 


small piece, knead it like taffy and roll into a ball to fasten light 
objects to any clean, dry surface. Cleans wall smudges, anchors office 


machines, hangs signs. Can be reused and lasts indefinitely. By MAKES 
Eberhard Faber at stationery and variety stores. 

STEN-X, a stenographic notebook holder, sits 

firmly on a desktop and folds compactly for 


drawer storage. Notebook pages can easily 
be flipped over with no fumbling. Light- 
weight chrome-plated steel has no sharp 
edges to catch or scratch. Just $1 from office 
stationery stores, or write to Cel-U-Dex 
Corp., Dept. TS, New Windsor, Newburgh, 
N.Y. 
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Designed for personalized presentations, this 
VINYL BRIEF COVER accommodates a busi- 
ness card in a double-faced acetate window. 
Safe binding-in of contents is provided by 
three built-in prong fasteners: one-piece 
construction. Choice of five colors. By Smead 
Mfg. Co.. Hastings, Minn.: at leading sta 
tionery and office equipment stores. 
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No more flimsy paper copies—glossy photo- ; PROVIDES POSITIVE 
copies for art work or written copy can now FINGERTIP CONTACT 


be produced by standard office copying ma- 
I ) pying 





chines—the POLYMICRO UNIVERSAL COPIER Just a touch of your fin- 
(shown) and the ARCOR AUTOMATIC gers tothe new and im- 
COPIER. Prints are made in 10 seconds each proved Rite-Line Sure- 
for less than 10 cents. Information from their Touch finger moistener 
distributors: The Burton Mount Corp.. Dept. makes handling of pa- 
TS, 2147 Jericho Turnpike, New Hyde Park, ae one 
NY. and counting of money, 


quick and sure. Will 
also improve your grip 
in golf, tennis and bowl- 
ing. No grease, noodor, 
no stains. Will be available through 
your stationer, only 50 cents. In the 
meantime, send for trial offer. 


RITE-LINE 


SureSfouch 


RITE-LINE CORPORATION Dept. SC-210 
4209 39th St., N.W. Washington 16, D.C. 





THE BOHN CONTEX-20, a compact. portable 
10-key electric calculator is smaller than a 
telephone: weighs 7 pounds. Totals to 11 
digits. multiplies from either left or right. 
holds a constant and has automatic decimal 
indication in division. Operation may _ be 
learned in ten minutes. Only $235 from 
Bohn Duplicator Co., Dept. TS, 444 Park 
Avenue South, New York 16, N. Y. 








Enclosed please find $1.00 for two trial boxes 
of SURE-TOUCH. 


Packaged in pads of 100 sheets is a new typewriter carbon that’s 








Name 
neither carbon nor paper. Made of tough film base material, PLAS- 
A : : : Street 
TISOL F-100 CARBNPAD is coated with spongelike plastic that has 
thousands of pores in which liquid ink is suspended. Produces a 





smudge-proof copy: film won't punch through. Write to Columbia 
Ribbon & Carbon Mfg. Co., Inc., Dept. TS, Glen Cove, N.Y. 


Name of Stationer 
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Entirely NEW CONCEPT in 
Office Machine Stands... 


Design — Construction — 
Performance —Value 


NEW! 
MODEL 
6000 


New Concept In: 
STRENGTH & RIGIDITY 
MACHINE SAFETY 
OPERATOR COMFORT 
RETRACT-A-BILITY 


PORTABILITY P 
STAY-BILITY a 














NEW 
MODEL 
6500 

PAN TOP OFFICE 
MACHINE STAND — 
Versatile 152” square 
pan. Square tubular 
legs. Modesty Panel 
Retractable casters. 






Write for NEW ‘61 Catalog 


TIFFANY°STAND CO. 


7350 Forsyth «+ St.Louis 5, Mo. 





ALL METAL 


COPYHOLDER 


THAT CAN'T BREAK 
onty SLID 










COPYHOLDER 


Rugged is the word for this easy-to-use copy 
prop. It can’t break down — no gadgets. 
Assures correct sight-level for accurate typ- 
ing of all copy work. Used in high schools, 
business colleges, by typists in every kind of 
business. Secretaries love it! 

Three attractive pastel shades — desert 
tan, sea foam green, steel gray. Available 
at stationery stores or send us $1.35, we 
pay postage. 


BANKERS BOX Co., Dept. TS10 


2607 North 25th Ave. e Franklin Park, Ill. 
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BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 67 


Do They End with One “F” or Two? 


Supply either f or ff in the blank spaces in order to complete the following 
words. Then spell the plurals. 


1. sheri........ DS ee 
a er ci 
3. whar........ 8. rebu.......... 
ee D, CGB oseccscsce 
eee 10. hoo 


Some Tricky Geographic Terms 


The following geographic terms are shown as they are pronounced. How are 
the words spelled? Caution: Each word contains one or more silent letters. 


l. ismus 6. pek 
2. prari 7. se 
3. mountin 8. ba 
4. iland 9. rij 
5. kost 10. plans 


Drop in the Hyphens 


In the following sentences. various expressions are correct in the forms in 

which they appear. whereas in other sentences the same expressions should be 
hyphenated. Make your choice. 

1. I know nothing of his past record. 

2. The four o'clock plant is so called because its flowers open late in the day. 
3. Please come early—not later than four o'clock. 
4 
5 


. He is one of the well to do citizens in our neighborhood. 

. Please blue pencil al! accounts that you consider doubtful. 

6. Tom is so lazy that he gives the impression that he is a know-nothing. 

7. On these hot summer days, it is well to do one’s heavy cleaning early in the 
day. 


8. Please mark with a blue pencil all accounts that you consider doubtful. 


Pleasant or Unpleasant? 


The following adjectives describe personal characteristics. Select those that are 
pleasant and those that are unpleasant. Then give another adjective nearest each 
in meaning. 


dour punctilious 
magnanimous sanguine 
fractious affable 
carping supercilious 


Similar, But, Oh, How Different! 


The words in each of the following pairs are sufficiently alike in sound to cause 
confusion to some persons. Define each word: then use it in a sentence that will 
convey the meaning of the word. 


l. wary, weary 3. affluence. influence 
2. dilate. dilute 4. apposition, opposition 
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They get the best jobs—in foreign countries, in the United 
Nations, in Congress, in the new science fields—and the 
reason for it is simple. Stenograph girls are amazingly fast 
and accurate shorthand takers because the Stenograph 
shorthand machine helps them as their typewriter does. 
Stenograph is easier to learn and proficiency is attained 
amazingly quickly. If you would welcome an exciting new 
job, more money—start now by filling out this coupon. 


Sienogyaplh .. 
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Stenograph 


oirls 


GO 
places: 


STENOGRAPHIC MACHINES, INC. S-1061 
8040 North Ridaeway Ave., Skokie, Ill. 


Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school name 


address ug 
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Remarkable new Accogrip Grips papers instantly 
This is an instant binder. It secures your papers yet you Opens and closes at a touch of the finger. Keeps papers 
don’t have to punch holes. instantly on tap. Grips without marring. 





Secures as it organizes Which style for you? 


Accogrip is a spillproof desk organizer. Lets you quickly _ Letter, legal or special sizes. Clamp positioned side or 
put away any papers you work with. Yet keeps them top. Genuine pressboard in a range of colors. At your 
readily accessible at your desk or work table. Holds one _ stationer’s now. 

sheet or hundreds (up to %” capacity). Ideal for _ let- 


ters, bills, memos, photos, reports, records, catalogs, AG CS @ | Pe; bee E - 
blueprints, job sheets, legal or accounting papers—any 
size sheet. ACCO PUNCHLESS BINDER 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. e In Canada: Acco Canadian Co., Ltd., Toronto 
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he office manager in June's office is 

a girl of twenty-seven. Miss Jones ar- 
rived at her station in life by sheer hard 
work, June admits. “But having arrived, 
she now wants to rest on her laurels. She 
comes in about ten-thirty or eleven in the 
morning, leaves early and is seldom avail- 
able to listen to problems or settle dis- 
putes. She has become moody: some- 
times she is very friendly and at other 
times she ignores everyone. 

“The boss is busy and is oblivious to 
the situation. If he were told about this, 
he wouldn't believe it. and no one would 
think of broaching the subject to him any- 
way. When Miss Jones was his secretary, 
she worked hard. 

“This has become a very unhappy state 
of affairs for the rest of us.” 


Solving the Problem 


Any woman who is put in charge of an 
office when she is only twenty-seven years 


old must have a great deal of ability. 





However, when a person advances—es- 
pecially so rapidly—she has an obliga- 
lion to prove that she warranted the op- 
portunity. She owes it to her company, to 
the boss who believed in her, to herself— 
and to all other women who hope to get 
ahead in business—to be successful. It 
sounds as if Miss Jones has fallen down 
on the job. 

Unbearable as the setup is for June 
and her cohorts, it may resolve itself in 
time. Everyone in a new job needs a 
while to adjust to it and the changes it 
brings. For example, Miss Jones was 
used to working directly with her boss. 
She was busy buzzer-hopping whenever 
the boss needed her help. She had to be 
there early and late to handle the assign- 
ments he gave her. Now she is on her 
own. 
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In addition, she may miss the rapport 
she had with her boss, and it may disturb 
her to witness her successor establishing a 
similar team spirit with him now. Miss 
Jones may feel like a ship without a rud- 
or a harbor. 





der 

Her moods may be apparent now: she 
probably had moods before but concealed 
them. As a secretary, she may have culti- 
vated a professional calm. Most secre- 
taries cannot afford to indulge in moods. 
Neither can women supervisors, and this 
is a lesson Miss Jones will learn event- 
ually. 

Another factor to consider is the pres- 
ence of the green-eyed monster. jealousy. 
Many office workers resent it when a 
young person is promoted, and they are 
quick to criticize her actions, even though 
the other, older supervisors may have 
done those same things for years. 

The following experience should be 
helpful in understanding a possible rea- 
son for the way Miss Jones acts. It should 
also be “a word to the wise,” something 
for other secretaries to remember when 
they are promoted. 

A secretary who was given a junior- 
executive post found that she no longer 
had to punch a time clock. She was free 
to schedule her own time, and she was 
told that the management didn’t care 
when she came in or left, as long as her 
work was up-to-date. 

“The first week on the new job, I was 
on time automatically, just as before. 
Then one morning my train was delayed, 
which made me a half-hour late. No one 
said a word or even raised an eyebrow 
when I walked in. So I didn’t have to 
rush to work anymore. 

“During the second week, several 
friends who had heard of my promotion 
invited me out for (Continued on page 64) 





for the 
first 
time... 


DRAWING LEAD in 
OFFICE PENCILS 


...at no extra cost! 


OW, you can enjoy the same 

quality and writing ease artists 
and draftsmen have treasured for 
years. General now puts a high grade 
drawing lead into its Semi-Hex office 
pencil. 

And what a difference it makes. 
The new Semi-Hex is 28% stronger, 
stays sharp longer than the old Semi- 
Hex ...and writes as smooth as a 
ball pen. It’s made to meet higher 
drawing lead standards, yet it doesn’t 
cost you a penny more! Now that’s 
economy! 

Order this guaranteed ‘‘fatigue- 
less’ Semi-Hex now from your office 
supplier. Or, write on your letterhead 
for FREE SAMPLES to: 





ENERAL PENCIL COMPANY 
69 Fleet Street, Jersey City 6, N. J. 








WON'T GURL 


‘ 


e. 
= 
z 
‘i 
2 


©1961 ROYAL MCBEE 


WILL GIVE YOU SHARPER, CLEARER COPIES 


ROYAL’S ROYTYPE’, PARK LANE® CARBONPAPER is longer lasting—strengthened 
with tough vinyl plastic. Its ink contains pure carnauba wax to prevent smudge. The 
best raw materials go into Park Lane, the best carbon copies come out—no matter 
what machine you use. Each box clearly labeled for quantity and quality. = Park 
Lane maintains the same high standard of all Roytype products—and there are 
thousands to fit every office need. = Call your nearby © 
Royal representative for advice on ribbons, carbons, sten- OYA 
cils or any other office material. He can help you select 

just what you need. Royal McBee Corporation. SPECIALISTS IN BUSINESS MACHINES 
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MEET 
THE 
BOSS 


@ Look at Victor D’Amico’s face. Wait now. Study it 
just a trifle longer—all right. Now you can come away. 

How did you find it? Calm? Regular in feature? 
Would dedicated be the word to describe it? 

Mr. D’Amico thinks of himself primarily as a teacher. 
And. from his own thoughts, “in order to be a good 
teacher you must be a missionary, not concerned above 
all with salary but necessarily thinking of the student 
first. Sometimes,” he says, “artists aren't good teachers 
because artists, constantly measuring their own reactions. 
must be selfish.” Not so Mr. D’Amico who gives these 
reasons for wanting to teach: “I like to be with people— 
especially young people. I like to help people.” 

He’s a man of many talents, the possessor of a hand- 
ful of titles: Director of the Department of Education 
at New York’s Museum of Modern Art, Director of the 
People’s Art Center, President of the Institute of Modern 
Art, Chairman of the National Committee on Art Edu- 
cation. 

His secretary says he’s an artist (“semiabstract”) 
well-known for having adapted himself to business— 
overseeing all activities of the education department. 
answering inquiries, shouldering massed responsibility. 

But Victor D’Amico functions first and over all as a 
teacher, and you feel this is true as you talk with him. 
He says the teacher must be a professional in every way, 
because the student will find the instructor out. He has 
taught on all levels and traces the excitement of watch- 
ing pupils’ emotions change daily: “Young children are 
very easy and fun to teach. They have not only perfectly 
open minds, but they’re imaginative as well. We start 
them here at three years old. 

“Adults are different. They have their prejudices, 
they're afraid to expose their errors and their curiosity 
must be revived. But I enjoy them—they’re like young 
people again once they’ve been ‘opened up’ and put at 
ease.’ Classes—for amateurs only—are held at the 
museum for adults and children in the daytime, for 
adults only at night. Mr. D’Amico supervises all courses 
of instruction and teaches painting at three night classes. 

Some of his most challenging students have been teen- 
agers. “The young person wants an answer, and he ex- 
pects you, the teacher. to come up with it. He too,” 
Mr. D’Amico adds, “has an open mind.” 

There’s a time for art in all ages. Victor D’Amico is 
passionately committéd to the ideal that art should find 
room in everyone's life. When the Institute of Modern 
Art was founded almost a year ago, its president pleaded 
that art education be given space in all school curricula. 
He warned, “There is . . . danger that in our new. . 
concern with the sciences we will neglect these other 
aspects of education, particularly the arts, which have 


so much to contribute to the development of complete 


human beings.” He’s the more (Continued on page 58) 
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MEET 
THE 
SECRETARY 


@ Barbara Ann Douglas is lucky. But then so is Victor 
D’Amico. Where else would a secretary looking for 
“something different” find a job that involves plumbing 
in an art museum? Could a boss find many. secretaries 
who'd take it in their stride? This combo “clicks.” 

When you meet them you get a sense of gentle dy- 
namism. That sounds paradoxical, doesn’t it? But here’s 
the picture: two soft-spoken persons going about their 
work calmly in an office jammed full of books, paintings, 
manuscripts, letters innumerable. Yes, there’s a sense 
of urgency about them in an unhurried way: their posi- 
tions are vital for the moment and the future. Things 
are being done in this office. 

Barbara Douglas is interested in art. She’d have to 
be, since her boss’ whole life is bound up in his work. 
And, while she’s studied art before, she plans to take 
more courses—this time at the Museum of Modern Art, 
because she’s convinced that its method of teaching holds 
the key to a wider appreciation of the subject. 

Barbara ought to be something of an authority. As 
Mr. D’Amico’s secretary, she has seen at first hand the 
policies of the Department of Education and the Insti- 
tute of Modern Art in action and is convinced of their 
success. To instruct the pupil in the technique of copying 
—to merely achieve the result of someone else’s drawing 
without his having had the experience that brought it 
about, she'd tell you, is not the best way of doing things. 
She’d go along with her boss’ belief that the student 
should be shown the way and then left to express himself. 

Mr. D’Amico and his secretary work very well to- 


gether, but Barbara found her fine spot circuitously. 


Being more interested in a creative job than in strict 
business, she gained some advertising experience in the 
magazine field and was interviewed by Mr. D’Amico 
several months before she became his secretary. “I like 
the museum job,” she says. “I’d always wanted a job 
where there was close contact between the boss and his 
secretary.” 

Well, she has that now—and more besides. While her 
boss depends on her to handle office details, he leaves 
her to do much on her own. “She composes a good 
letter,” he says, “saving me a lot of time with routine 
notes. And there are a couple of thankless things she 
helps me with in my busy schedule—coming up quickly 
with important correspondence and briefing me on people 
who have appointments. Nor must | forget how well she 
does that all-important task of deciphering my hiero- 
elyphics.” 

Barbara takes visitors through the school and othe: 
departments of the museum, and for this her knowl- 
edge of art is tremendously important. She has to explain 
the workings of the office down to the fine points and. 
despite her modesty, her boss has supreme confidence in 


her. Barbara will only say, "oa try (Continued on page 59) 
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Are You Emotionally 
Mature ? By Jack Davies 


Do you think and act like a real 
grownup? Or is your behavior still 
undisciplined and childlike? 


By giving an honest Yes or No answer to the follow- 
ing questions, you can find out just how you rate 
in this highly important matter of emotional maturity. 


+1. Are you generally able to keep smiling when things go 
wrong? 
2. Do you frequently say things you later regret? 


_3. Can you make important decisions with a minimum of 
worry, inner conflict and advice-seeking? 


-4. Do you often get peeved at people and have tiffs with 
them? 


_-” 5. Do you think you are getting a pretty fair break out of 
life? 
6. Do you frequently find it hard to see things from the 
other person’s point of view? 
+ 7. Do you know how to work when working and play while 
playing? 
8. Do you live beyond your means? 


\ 9. Can you endure pain, especially emotional pain or frus- 
tration, when it’s not in your power to change the situation 
causing it? 

~ 10. Do you often fish for compliments or sympathy? 


.11. Do you attack problems that require solution instead of 
finding means to evade or avoid them? 


—-12. Are you prone to jealousy? 
~4+- 13. Are you able to “take it’”” when others tease you? 
+14. Have you ever contemplated doing physical harm to some- 
one? 
15. When you have differences with people, can you usually 
work out compromises that satisfy you and don’t leave hard 
feelings? 

—1%. Do you often blame others when things go wrong? 

17. Do you draw lessons from your defeats and failures 

‘instead of finding excuses for them? 

_18. Do you find it hard to accept criticism without feeling 
hurt, angry or resentful? 

19. Are you able to keep cool in emergencies? 

_ 20. Are you occasionally inconsiderate of other people’s feel- 
ings? 

21. Do you get along well with your parents, relatives and 
close friends? 

—22. Do you give way now and then to violent emotional 
outbursts? 

‘_ 23. Are you able to say No to situations that may provide 
temporary satisfactions but that, over a longer period, run 
counter to your best interests? 

—/ 24. Do you easily take offense at slights or what you inter- 
pret as slights? 


Every odd-numbered question should be answered 
Yes, every even-numbered one No. If you gave the cor- 
rect answer to 14 of more questions, you are more 
mature emotionally than the average man or woman. 
If you answered correctly to 19 or more, you are an 
exceptionally well-adjusted person. 


BY PEGGY NORTON ROLLASON 





@ When your employer has a problem, how does he 
tackle it? Does he reduce it to writing so that he can 
analyze all its component parts . . . talk to his fellow 
executives to get new viewpoints . . . ask you to check 
the company library for books and periodicals on the 
subject . . . jot down ideas, draft outlines, dictate re- 
minders to himself . . . use you as a sounding board? 
Then, does he apparently forget all about it for a while 
and turn to other things? And, finally, does he produce 
a full-fledged report brimming with new ideas, suggested 
solutions and logical conclusions? 

Most executives solve their office problems in just 
that way. As a secretary, you have an ideal opportunity 
to observe the entire process and profit from it. 

Someone once observed: “If your own performance of 
a job looks perfect to you, it is not because you have 
done a perfect job but because you have imperfect 
standards.” 

All too often, in the daily rush, you don’t have time 
to think creatively about office problems affecting your 
work. Yet this mental “chinning” can give you some of 
the greatest satisfactions and rewards of your entire 
career. Truly creative thinkers are at a premium every- 
where today, but many potential problem-solvers are 
unrecognized because they lack self-confidence. Others 
hide behind false modesty, inertia or just plain disinter- 
est in their company’s—and their own—welfare. 

Your firm may be among the thousands that operate 
an employee suggestion system and conduct brain- 
storming sessions to encourage every employee to look at 
his own work and the over-all company progress with 
an objective, critical and creative eye. If so, count your- 
self lucky. 

No one can stop you from thinking creatively—except 
yourself. Certainly your employer and his fellow execu- 
tives have no monopoly on this talent. All it takes is 
time, effort, perseverance and enthusiasm—plus a knowl- 
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edge of the best way to proceed with your thinking. 

Just what do we mean by “creative thinking’? 

Creative expert Alex F. Osborn—former head of 
Batten, Barton, Durstine & Osborn, famous New York 
advertising concern, and author of Your Creative Power 
and Applied Imagination—is the father of modern brain- 
storming. 

First, Osborn says, it is essential that you be able 
to recognize that there is a problem, and what it is. 
You cannot resolve an unfavorable situation just by 
feeling something is wrong. You have to be able to 
analyze what the trouble spot is, where it is and whether 
there is more than one. 

The second step is to break the big problem down 
into its component parts—or little problems—that will. 
in turn, make the solution easier to spot. 

The actual “ideating” {coming up with new ideas) 
requires the following mental traits: 

a) Fluency—the ability to produce a great number 
of ideas regarding a specific problem or object. 

b) Flexibility—the ability to produce a variety of 
ideas different from the conventional solutions or typical 
uses of the problem or object. 

c) Originality—the ability to produce new ideas that 
no one else has thought of in relation to the problem or 
object. 

None of these qualifications should be impossible for 
a secretary to develop. The next time your work begins 
to seem monotonous, give yourself a mental boost by 
deciding to do more than gripe, look at the help-wanted 
ads or wish for vacation time again. 

Devote a few leisure hours to thinking about the office, 
your employer and his responsibilities, your own job 
and its potentialities. Perhaps one of the reasons you are 
dissatisfied is that you have allowed yourself to slump 
into the “same old thing” frame of mind. If you are 
able to keep your boss’ correspondence flowing, whiz 
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through your filing and other chores, handle telephone 
calls and visitors without falling behind in your other 
work, if even emergencies fail to stimulate you, then you 
are the very secretary who needs to spend some time on 
creative thinking. 

Every project that passes over your employer's desk 
has its hidden potential as a mind- jogger. Read it with 
the thought, “Suppose I were a $100-a-day consultant to 
my boss? What would I suggest to make this job faster, 
easier, better? Is there something I can add to it from 
the files or the company library to save him time? Have 
[ ever heard of anything similar being done in other 
ofices or companies about which he may not know?” 

Look at your own daily routine with the eyes of a 
new secretary trying to do some of your work while 
you re on vacation or at home because of illness. Would 
you find some systems cumbersome, time consuming or 
frustrating? Others confusing, disorganized or mean- 
ingless ? 

How often have you said, “When my boss takes that 
six-week jaunt to Europe next summer, | will really get 
myself organized”? 

Let’s face it—you probably never will be any less 
harried or busy than you are right now. The time to 
start thinking creatively about your job is not next 
summer, but every day between now and then. 

If you can see nothing in your own daily sphere that 
can be improved, look beyond your department into the 
areas where it meshes with the rest of the company. Ask 
questions of your friends in other offices. Read the com- 
pany house organ, giving special attention to those 
stories about new operations, new products or services, 
expansion plans. 

Consider the over-all secretarial morale and harmony. 
Do all the company secretaries have a unified objective 

a mutual interest in each other’s problems . .. a 


common meeting ground where (Continued on page 61) 
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@ Weve grown so used to the sound 
of planes flying overhead that we seldom 
stop to listen. But. if we did, the noise 
of a jet engine would remind us often 
during the day that the world is grow- 
ing smaller and that men of even the 
farthest lands are in close communica- 
tion with us. 

If not too long ago your company 
concerned itself with only a few areas 
within the Americas, today it may have 
established residence in Europe, Asia. 
Africa or down under. And_ because 
youre probably “taking letters” that 
go more and more to persons in diplo- 
matic or commercial circles in this coun- 
try and across the seas, we've come up 
with a few hints we hope will be helpful 
enough to earn you a medal for mailed 
diplomacy beyond the call of duty, from 
the chief executive himself—your boss. 

First of all, it’s well to remember 
that all foreign addresses on envelopes 
should be in English or in English 
lettering. English is understood in every 
country in the world. If an address is 
in foreign characters. an English trans- 
lation must be interlined. (To check 
a foreign street address, consult the 
main business offices of the phone com- 
panies or large libraries.) 


Foreign Titles, corresponding to “Mr..” 
“Mrs. and “Miss.” may be used even 
if the remainder of the letter or ad- 
dress is in English. (Note the guide 
on opposite page.) However the English 
equivalents may be used if you prefer 
—they’ll be changed properly in transla- 
tion. 

Such small prefixes in foreign sur- 
names as van. von, du, de, di, da, della. 
ter and ten (they mean “from,” “of,” 
etc.) are not capitalized unless they be- 
gin sentences or stand alone within 





sentences—that is. are not preceded by 


first names or titles: 

The writer Guy de Maupassant 
(with first name) 

De Maupassant, the writer (begin- 
ning sentence) 

The writer De Maupassant (stand- 
ing alone) 

“Messrs.” (the English abbreviation 
of the French Messieurs) is used before 
the names of two or more men associated 
in business, in partnership rather than 
a company. It’s usually used before the 
names of firms of attorneys: 

Messrs. Smith, Jones & Clark or 
when addressing two men of the same 
name: 


TODAY’S SECRETARY 





mal 


Nev 


tion 


onl 
pro 
arc] 
larl 
s0C] 
“Di 
use 


low 
cor! 
init 


foll 
foll 


sho 
Wri 


ate 


We 
ori 


wil 
for 
sal 
of 
of 
ma 
in 


pel 


nal 


bu: 


Bi 








Messrs. R. S. and J. B. Smith ({or- 
mal) 

The Messrs. Hale 
Never use “Messrs.” alone as a saluta- 
tion. “Gentlemen” should be used. 

“Esquire” is used in the United States 
only after the names of distinguished 
professional men. such as attorneys and 
architects. The British use it quite regu- 
larly after names of men prominent in 
social. diplomatic and business life. If 
“Dr..” “Mr..” “Hon.” or a like title is 
used before a name, “Esq.” does not fol- 
low the name. 

“Don” is a Spanish title of respect. 
corresponding to the English “Esquire.” 
It is used only before first names or 
initials. 

“Sir” is a British title and is never 
followed by a last name only. It must be 
followed by a first name, initial or title. 

Remember that a_ personal name 
should be written exactly as the bearer 
writes it. If he used initials or abbrevi- 


ates his first name. you can too. 


Women’s Names. “Madame” is the 
original French, used only in connection 
with foreign names. The abbreviation is 
“Mme” 


form “Madam” should be used only in 


(with no period). The English 


salutations on impersonal or routine cor- 
respondence. 

“Dona” is the feminine Spanish title 
of respect. 

*“Mesdames” is used before the names 
of two or more married women (or one 
married and one unmarried) associated 
in business. Abbreviation: ““Mmes” (no 
period). 

“Misses” may be used before the 
names of unmarried women associated in 


business. 


Business Titles. The modern tendency 


is to omit them unless needed for identi- 
fication or unless the letter is of a legal 
nature and it’s desired to address the 
person in his official capacity. The title 
may be written on the line with the per- 
sonal name, or on the line with the com- 
pany name or on a line by itself. “Mr.” 
is always correct before any man’s name 
if the proper title isn’t known. 


Degree Letters, Used chiefly in pub- 
lished and formal writings when it is de- 
sired to apprise the reader of a person’s 
academic standing. Not commonly used 
letters and 
envelopes (with the exception of “M.D.” 
and “D.D.” and occasionally “De. be 

When degree letters are used in the 
“Dr.” should 
precede the name. Degrees and orders 


in addresses on business 


address. neither “Mr.” nor 


are arranged after the name in the fol- 
lowing sequence: “Orders. religious first: 
theological degrees: academic degrees 
earned in course: and honorary degrees 
in order of bestowal” according to the 


Government Printing Office Style Manual. 


“Honorable.” In the United States this 
is a title of distinction accorded to gov- 
officials. Any official of the 


government—highest to lowest—may be 


ernment 


called “Honorable.” “The Honorable” is 
“Most 


Honourable” 


often “Hon.” In Great Britain 


Honourable” and “Right 
are used. 

There must always be a first name or 
initial. or a title such as “Dr...” “Mr.” or 
“Colonel,” between “The Honorable” and 
the last “The 


“Hon.” may be used for men and wom- 


name. Honorable” or 
en. No other title is necessary with the 
full name. “Honorable” is never used in 
a salutation. 

When an official and his wife are ad- 


dressed, the full name should be given: 
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The Honorable and Mrs. John J. 
Smith. lf full name isn’t known, the ad- 
dress may be: 

The Honorable Mr. Smith and Mrs. 
Smith. If the title is the wife’s, her name 
comes first: or, socially, her title may be 
abandoned in the combination of names: 

The Honorable Mary Smith and Mr. 

Smith or Mr. and Mrs. John J. 

Smith 

“The” is not capitalized when the title 
occurs in the body of a letter or a text, 
but “Honorable” is always capitalized. 

The title is not permanent, but per- 
tains to an office. When an official re- 
turns to private life, his proper designa- 
tion is “Mr.” or the like. However, out 
of respect the title is sometimes con- 
ferred. 


Government O fficials—United States: 
Forms of address should be kept simple. 
titles of 
offices rather than personal names should 


In ordinary correspondence, 


be used. In special correspondence the 
personal name may be used. The saluta- 
tion to an office is “Gentlemen.” 
Women officials are accorded the same 
titles and forms of address as men. 
“Madam” is substituted for “Mr.” in dip- 


“Miss” and 


“Mrs.”). Some women officials prefer to 


lomatic salutations (for 
retain their own titles, such as “Mrs. 
Secretary,” dispensing with “Madam.” 

When a government official retires, he 
reverts to “Mr.” Retired military ofh- 
cials, however, retain their titles. 

In the United States, wives do not 
share their husbands’ titles. They are ad- 
dressed as “Mrs.”: 

The President and Mrs. Smith 

The Secretary of State and Mrs. 
Jones 

The Chief Justice and Mrs. Clark 


Senator and (Continued on page 32) 




















American French German Spanish Italian 

Title Abbr. | Title Abbr. | Title Abbr. | Title Abbr. 
Mr. Monsieur M.* Herrn** lithe Senor Sr. Signor Sig. 
Messrs. Messieurs MM.* Herren sci Senores Sres. Signori Sig.ri 
Mrs. Madame Mme.* Frau Fr.* Senora Sra. Signora Sig.ra* 
Miss Mademoiselle Mile* Fraulein Fri.* Senorita Srta. Signorina Sig.na* 
Mesdames Mesdames Mmes* Senoras Sras.* Signore Sig.re* 
Misses Mesdemoiselles Miles* Fraulein Fri.* Senoritas Srtas.* Signorine Sig.ne* 


























“Abbreviation not often used in addresses. The title is written out. 


“*Form used in address because it implies “to.” 


Abbreviation not used. 
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@ Is prejudice against women in busi- 

ness as great an obstacle as it used to 

be? The secretary with aspirations may 

well wonder. If it is, then it’s better to 

recognize the problem and learn how to 

cope with it. There’s no time for shadowboxing 
or playing ostrich on the way up. 

According to a recent survey by the National Office 
Management Association, discrimination still exists. 
Let’s take a look at the cloudy picture sketched and 
then find the silver lining. 

Nearly 2,000 of NOMA’s 18,000 members—mostly 
men—replied. Three out of four respondents said that 
if an office worker is a problem employee, that person 
is most likely a woman. Eighty per cent felt that the 
rate of absenteeism is higher for female workers. The 





opinion that women tend to be more neurotic than male 
employees was shared by fifty-two per cent. 
Sixty-five per cent admitted they have qualms about 
placing a woman supervisor over a department that 
includes male workers. In addition, sixty-eight per 
cent felt that a male supervisor has a better chance 
for success with an all-female department. 
Despite these black marks against women, a 
silver lining was visible. The greup split almost 
evenly on this question: “For jobs that can be done 
equally well by men or women, which do you pre- 
fer?” Thirty-two per cent preferred male workers, 
thirty-three per cent favored women and thirty-five 
per cent had no preference. 

The secretary who yearns for advancement is wise to 
consider discrimination as a negative factor, but not an 
insurmountable one. She knows that other women have 
been successful, even in fields formerly considered man’s 





domain. Conversely, she has heard enough sad tales 
about discrimination to discourage her. 
For example. an administrative assistant complained 
that, because of her seniority, she has had to train a 
succession of men for the post of office manager. 
Mary knows the job backward and forward, but 
“traditional discrimination” prevents her from as- 
suming the post. She said, “If Pd been wearing 





tweed trousers instead of tweed skirts all these years, 
I'd have the title myself.” 
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Another secretary took over her boss’ former duties 
when he was promoted. Jane was told she would be 
acting manager until the right man was found. It took 
several months to fill the position. Though she had done 
a good job, she was expected to step aside and work for 
the new boss. Jane quit in a huff. This happened years 
ago, but she is still indulging in self-pity. 

Whenever a woman wails about prejudice in business. 
we think of the classic letter mailed to building managers 
by an insecticide manufacturer. It began: “Every cock- 
roach on your premises is there with your permission.” 
We are in the same position as the building managers. 
We have the choice of putting up with the situation or 
correcting it. If women would come away from the wail- 
ing wall, they could do something much more construc- 
tive. 

In the cases of Mary and Jane, was discrimination 
the real culprit? Or was it the scapegoat? The two 
should have asked themselves a few pertinent questions. 
Others might also profit from answering these queries: 


Did I make the most of the opportunity when 
! handled the job? Did Mary and Jane strive to establish 
an outstanding record? Did they look upon the assign- 
ment as a chance to show what they could do? Or were 
they content to hold the fort until someone else could 
take over? 


Did I study or train for the job wanted? Mary 
knew that there was a good deal of turnover in the office 
manager's spot. She had time to train for it; she realized 
that the post would be open again. While waiting, Jane 
also had a chance to take courses or study subjects relat- 
ing to that job. 


Was I secretly relieved when a man took over the 
job? Did Mary and Jane miss the responsibility that 
had been thrust on them? Or were they glad to get rid 
of it? Did they like the challenge of making decisions? 
Or did they feel more secure in the previous jobs they 
knew so well? 


Did I ask for the job? Neither woman said she 


had asked for the job permanently. It’s possible that 
management passed them up because it didn’t know 
they wanted the job. 
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Was | as well qualified as the man hired for the 
job? Matching their qualifications with those of the man 
selected might have surprised Mary and Jane. Did the 
man have a college degree, special training, managerial 
experience, a reputation in the field, leadership ability, 
standing in the community? Was he top-level executive 
material ? 

The answers to such questions would reveal whether 
Mary and Jane—and their counterparts—were willing 
to pay the price of success. If they were, but still didn’t 
get the job, then prejudice was at fault. 





However, the woman who is promoted may run into 
another form of discrimination: double pay scales for 
men and women. John Justin Smith, writing in the 
Chicago Daily News, gave three examples. He cited a 
lawyer with many years’ experience who earns $10,000 
a year. “The same law firm often hires newcomers at 
$15.000 or $17,000. What’s wrong with this lawyer? 
Just one thing: she’s a woman.” 

Mr. Smith also mentioned a woman who has trained 


‘ 


many men—to be her boss. The new boss “is immedi- 
ately free to fire her, cut her pay or, at least, to see that 
her pay doesn’t go up at the same rate as the pay of 
the men around her.” 

The third case involved a woman executive who re- 
tired. “She was replaced by a man. He already was 
earning more than the girl who retired. And he received 
a raise when he took her job.” 

While salary discrimination is unfair, this is a con- 
cession most women are willing to make. The chance 
at an executive job offsets giving their employers a 
discount. Once a woman has proved her worth, however. 
she should show what she has done and ask for a raise. 
Few firms will voluntarily pay more for a service until 
the price is raised. 

Business is now in the process of eliminating other 
kinds of discrimination. Take the case of a well-educated 
Negro who is on the executive board of a large Eastern 
corporation. This man earns $15,000 a year. He says 
that he was put on the board mainly to show that the 
firm has no prejudice against his race. (He must be 
doing a good job or he wouldn’t stay there.) By the 
same token, someday companies may freely put woman 


executives on the board. (Continued on page 62) 
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@ The modern household . . . dormitory, hobby center, 
equipment depot, family relations clinic and mailing ad- 
dress . . . is almost wholly a consumption unit. Simply 
stated, this means that when we want something or need 
to have a service performed, we pick it up at the super- 
market or look in the Yellow Pages. Even our latter-day 
forays into do-it-yourself decorating 
and magazine-inspired jam-making 
pale beside the productive might of 
the American home a short fifty 
years ago. One has only to scan 
the “universal” qualities of a so- 
called cook book, circa 1900, and 
compare it to the slick specializa- 
tions of 1961 to realize immediately 
why the title HOUSEWIFE has in- 
exorably dwindled to its present dubious position. 

In the days before the experts took over—the manu- 
facturers, marketers and distributors plus their advertis- 
ing cohorts—the home provided the family’s needs, or 
the family did without. That it was frequently a full and 
often an overtime undertaking goes without saying. The 
principle of use it up, make it do and wear it out went 
hand in hand with a limited supply of ready cash and a 
general dearth of purchasable commodities and services. 
Yet there was a prodigality about the times, and a 
leisureliness of approach, implying positive values that 
more than made up for limited horizons. If there was a 
great amount of punishing physical labor to homemaking, 
large families and willing hands provided ready energy 
for every task .. . and a perfect antidote against loneli- 
ness as well. If women were not quite people in the 
world outside, they at least had one domain in which 
they reigned supreme . . . in which they were taken very 
seriously indeed. 

Today, and perhaps for many years to come, we are 
experiencing the results of what might be considered the 
first example of large-scale technological unemployment. 
The combination of events that threw the housewife out 
of a job is very like those facing the textile, railroad and 
coal-mining industries at this moment. Unfortunately for 
the housewife, however, no powerful labor-management 
committees wept bitter tears for her plight. And not even 
the newly dignified science of home economics, with all 
its exciting studies in nutrition and sanitation, could re- 
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place her lost prestige. Yet the home economists were 
allies of a sort. If they were unable to assist the house- 
wife of the thirties and forties in retaining her previous 
position, they could begin the difficult task of re-educat- 
ing her for her new role. 

By teaching her to use’ the products and appliances 
that completely changed the concept of housekeeping, 
they actually gave her one of the most valuable preroga- 
tives any human being can have—the power of choice. 
With housekeeping being only relatively time and energy 
consuming, women could at last free a larger portion of 
their thoughts to other increasingly important social 
demands. 

As we all know, it has been a mixed blessing. House- 
work is still with us .. . its most monotonous, never-end- 
ing, repetitive chores . .. while the more creative, 
communal, pleasurable jobs (seasonal baking, quilting 
and sewing, elaborate and formal entertaining) are cut 
to the minimum. Like most antiques, ideas or objects, 
yesterday’s necessities are today’s luxuries. 

And as long as the completely push-button house is still 
in the drawing board stage, if that 
far, the married woman taking an 
outside job finds that housework— 
after child care—is still, more or 
less, her responsibility. It may not 
loom large but, like a cinder in the 
eye, it’s very much there. HOW 
much depends, of course, on you. 

It’s interesting to note that em- 
phasis in domestic science, like 
methods of baby care and theories of education, has 
modified over the years. The trend today, in all three, 
seems to be toward greater flexibility. Some babies thrive 
on schedules, some don’t. Mama can choose her own ap- 
proach with a clear conscience. After fluctuating between 
discipline and permissiveness, “study-for-living” and the 
unrelieved three R’s, education, too, is beginning to allow 
the idea that democratic training does not necessarily 
imply equal courses of study for everyone regardless of 
temperament or intelligence. In home economics, the 
experts seem to be following the same line. Without de- 
tracting from efficiency and organization, the emphasis 
is strongly in favor of people over dust. If you're very 
tired, let it go. If the children want your company or 
your husband would like to see you light somewhere for 
a bit of conversation, forget the mopping or ironing and 
relax. Of course the work will still be there when you’re 
through relaxing, but the idea is well taken. The experts, 
and presumably more and more of your influenced neigh- 
bors, are less inclined to shudder at the lint under your 
sofa if they see all the smiling faces around the fireside. 

But how about you? Housekeeping standards, regard- 
less of the experts, have always been pretty personal 
things. This is one of the reasons why our housekeeping 
article is concentrated on the larger issues of approach 
instead of being brimful of hints for the hurried and 
recipes for the ragged. Also, we’re inclined to believe 
that one’s idea of a good housekeeper and one’s readiness 
to accept or reject outside sug- 


ome, 


(Continued on page 55) 
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LIBERAL 


@ Liberal is now a word that is anathema to the staunch conservative. But it was not always 
thus. There was, once upon a time, an era in American history when peace reigned in po- 
litical halls from the Potomac to the Pacific. That, of course, was when the ‘“‘liberals’’ of the day 
held ideas similar to those of the modern conservatives. With few differing opinions, and most 
of these within the liberal camp, there was little need for a battle. 

With the passing of the years, however, the more radical quarreled with the more tradition- 
al and all attempts to reconcile the two failed. The liberal (radical) versus the conservative 
(more traditional) fight was on. 

What is it all about?—democracy, the state and the individual—categories and conflicts that 
have cut right across the Republican and Democratic Parties. 

From the liberal viewpoint, man is primarily good, rational and equal. From this philosophy 
comes the liberal political position. For example, by good.... 

Man is not governed mainly by self-interest. Or if he is, he shouldn’t be. He has a sense of 
duty and obligation to others that comes from membership in the human family and from the 
natural law. Therefore, when necessary, he must and will accept self-sacrifice for the good of 
his neighbor. 

In national and practical terms, it means that you—and everyone else—are entitled to finan- 
cial protection and security during life. Translated into dollars and cents, this includes: the 
right to a weekly pay check or the equivalent, to a material cushion against setbacks, to a 
comfortable old age and to guaranteed medical care, all regardless of the way your bank ac- 
count behaves. These are rights that insure the dignity of man, so anything detracting from 


CONSERVATIVE 


® Conservative forces gather at the other end of the political battlefield. Here the banners 
still bear the twin signs of democracy and the individual once so cherished by the old liberal 
movement. But undeniably the word “‘individual’’ stands highest on the flagpole, for the con- 
servatives believe in democracy through individuals—while the modern liberals have moved 
away from this ideal toward democracy for people through government authority. 

To the conservatives, the general welfare of all people is best and most logically achieved 
by first insuring individual rights and freedoms—by encouraging individual contributions to so- 
ciety with the minimum of government interference necessary to preserve liberty. In place of 
self-sacrifice, they put self-reliance. 

While not pessimistic, conservative philosophy sees man as occasionally bad, irrational and 
inequal, just as the liberals see him as primarily good, reasonable and equal. From the con- 
servative viewpoint, human nature is not uniform but is as diverse as the individuals who form 
the human race. The boss can and should be sometimes motivated by self-interest. The same 
for you. He—and you—can be swayed by impulse or emotion from the pure path of abstract 
reasoning. Together you and your boss are entitled to equal justice, but undeniably one of you 
is richer or more intelligent than the other—which one we won't say. 

Moreover, there are other inherent qualities, such as creativity, that distinguish you both— 
and such qualities should be rewarded or condemned as they appear in each individual. For 
example, if you should invent a new office machine that does the work of ten men, you should 
receive the price of your brain power and effort. !f the girl next to you is late thirty-three times 
in a row and is finally fired while you come at eight and work until seven, it is not just that you 
must turn over part of your savings to support her. And, if you must contribute to her failings 
at the expense of your own efforts and success, why work at all? With no incentive to achieve, 
you may as well start accepting—just like everyone else. 
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them such as charity or proving your 
poverty is out. If you need money, you'll 
get it because you're entitled to it. 

The logical, liberal and impersonal 
source of this cash is Uncle Sam. It’s 
logical because man himself is rational 
and can therefore solve his social, po- 
litical and economic problems by wise 
laws. And such laws, to be effective for 
everyone, must come from the highest 
central authority—the Federal Govern- 
ment, which has a broader scope, more 
power, greater obligations and can do 
things better than the states. 

Through Social Security or involuntary 
contributions from most working Ameri- 
cans, the government provides unem- 
ployment compensation, old-age pensions 
and so on. Tax money and food surpluses 
can be diverted to help if necessary. 

The third liberal tenet is that all men 
are equal—and not only in the sight 
of Heaven. Many apparent inequalities 
are artificial, created by differences in 
wealth, social position, education and 
other material opportunities. These must 
be equated and material advantages dis- 
tributed more evenly. This may mean 
self-sacrifice for the Rockefellers or the 
executive with an executive’s pay, but 
it will provide greater opportunity and 
happiness for everyone else. 


One method of equation is the grad- 
uated income tax—the higher the in- 
come, the bigger the government’s share. 
Some liberals would increase this pat- 
tern to reduce still more the net dis- 
posable income of the rich (that amount 
left after taxes) and thus raise that of 
the low income classes. By government 
control of wages and prices, by Federal 
control of public spending, they also seek 
to spread the dollars and cents. 

All of which brings Uncle Sam and 
his top hat right into the halls of busi- 
ness. 

Collectivism is the term identifying 
collective control over production and 
distribution. Carried to extremes, as it is 
in the totalitarian states, it includes au- 
thority over noneconomic affairs as well. 
Russia is a prime example. 

Most liberals are opposed to a com- 
plete nationalization of business or to 
policies that might hamper private en- 
terprise to the point of diminishng re- 
turns in income. But their viewpoint does 
include some government control of busi- 
ness—often to an extent that raises 
howls of fury from the conservatives who 
fear an approaching welfare state. 

A central liberal theme is the develop- 
ment of “countervailing” power. Put 
simply, this means that the government 


—by Federal regulation—must be armed 
with laws to protect the people from any 
undue influence, any economic abuse 
caused by private wealth and _ private 
corporations. Since the individual alone 
cannot defend himself, the government 
must come to his aid with a big stick— 
a stick, however, to be used with justice 
and restraint. There is no longer room 
within a purely liberal system for giant 
corporations left unchecked in their pur- 
suit of profit. Carried to a logical conclu- 
sion, this liberal position indicates full 
public ownership—through the govern- 
ment representing all the people—in 
those cases where the natural check of 
competition is not enough to ensure the 
public rights. 

In the area of Civil Rights are the 
theories of equality and obligation. Inte- 
gration, for example, was recently or- 
dered by the Supreme Court on the basis 
of the Fourteenth Amendment, which out- 
lawed slavery and, by implication, any 
inferior status for the Negro citizen. Few 
conservatives would deny the morality 
behind this, but some do deny the 
method of enforcement—government in- 
tervention against what is considered to 
be the sovereign right of each state. 

In education, the liberal, stressing the 
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The result? A second-class society, say 
the conservatives, in which material ad- 
vantages are the chief goal and man’s 
right to develop his own nature is aban- 
doned. Under liberalism, they declare, 
man achieves financial security at the 
expense of personal freedom. Under con- 
servatism, man is not entitled to security, 
but he is entitled to work out his own 
spiritual and monetary salvation. 

For conservatives then, the main po- 
litical issues are: man against the State 
(individual freedom against collectiv- 
ism) and private enterprise against 
public ownership. 

Believing that the State is and should 
be competent to do everything is the first 
step to dictatorship. And since all men 
are not good and noble, absolute power 
that is unchecked or even power itself is 
a temptation to abuse. The founders of 
the nation, warned by history and by the 
activities of King George III, never in- 
tended this. In fact, they took steps to 
prevent it by a system of checks and bal- 
ances involving the President, the Con- 
gress and the Supreme Court. In addi- 
tion, they limited the powers of the Fed- 
eral Government and clearly directed 
that all other powers go to the states and 
the people. 

Today, however, this system of checks 
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and balances is being largely ignored in 
the rush for financial security. The peo- 
ple have allowed government interven- 
tion to balloon like yeast. Senator Barry 
Goldwater of Arizona, in his best-selling 
The Conscience of a Conservative, gives 
these facts in the saga of government 
growth. 

@ Less than thirty years ago, Uncle 
Sam was spending some 314 billion dol- 
lars. Today, he has almost hit the 100 
billion mark. 

@ Taxation now takes almost one-third 
of every man’s earnings. 

eA study done recently by the Chi- 
cago Tribune shows Uncle Sam to be the 
largest real-estate owner and manager, 
lender, insurer, taxer, debtor, employer 
and spender in history. 

To most conservatives, these facts are 
evidence of a move toward collectivism 
by the establishment—to greater or lesser 
degree—of a welfare state. Nationaliza- 
tion is one way, but the more subtle and 
modern methed is by making the State 
not an employer but a provider. And, as 
a final irony, the money that insures 
financial security comes from the people 
themselves in the form of taxation. 

To support this estimate, Conservatives 
cite the proportion of the nation’s budget 
that is now given to the causes of wel- 


fare, an amount that is second only to 
the cost of defense. 

Few conservatives would deny that 
the Federal Government should receive 
funds from the people for its legitimate 
needs. Many would and do deny that 
such funds should be given for public 
welfare so that the government doles out 
or withholds the necessities of life from 
individuals. The answer, for conserva- 
tives, is private charity or individual self- 
reliance: failing that, state and local au- 
thorities. 

In line with this is the conservative 
belief that goverament has no unlimited 
claim on your money—for this infringes 
on the right to private property. And, 
since the feudal days of big land owners 
are gone forever, property today usually 
means wages or profits. Yet a man earn- 
ing $4.500 a year now works seven hours 
a week for Uncle Sam. To the con- 
servatives, and probably to many others 
as they fill out income tax forms, this is 
excessive. 

How the government collects this tax 
is another cause of strife. While the lib- 
eral would tax on a graduated scale— 
more from the rich to help the poor—the 
conservative would prefer an equal, but 
not excessive, amount taken from each 

(Continued on page 67) 
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Bound for the big game, three fashion moods. Left: casual as can be—slim wool slacks topped by a bulky wool/ 
Silver Lurex sweater. Slacks by F. S. Tiger ($12); sweater by Jane Irwill ($15). Center: easy comfort—blouse and 
jacket color-keyed to a wide wool skirt, Scandinavian striped. All by West House in sizes 5-15. Right: just-right 
sophistication—black and white wool tweed, banded in black, accented with white. By Justin McCarty, about 
$40. All wools, Deering Milliken’s ‘‘Milstar,’’ a blend of Zefran/wool. The car: Austin Healey’s newest Sprite. 
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On That Saturday Date... 


Big game over (the home team won), now to celebrate. Here, three fashionable ways. Left: slim black wool, 
‘ plaided in fuschia, trimmed with fringe. Junior Flair by Sportlane in sizes 5-15. About $30. Center: our blonde 
sticks to her favorite color combination, again wears black/white wool tweed, braided in black. By Carlette 

in sizes 5-15. About $23. All dresses shown in Deering Milliken‘s ‘‘Milstar,’‘ a blend of Zefran and wool. 
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PHOTOS BY RAMON ROSARIO 


Right: that daytime stand-by, glen plaid, all dressed 

up for evening with a sprinkling of rhinestones. Added 
niceties—tiny hat, white gloves, black, black pumps. 
Junior Flair by Sportlane in sizes 5-15. About $30. 
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Bright spot for an evening on the 
town—New York's Beekman Tower 
Hotel. Game time—Montclair 
State Teachers College. 











SPEAKING 


Continued from page 23 


Mrs. Rogers or Senator and Mrs. John 
Rogers 

The Honorable and Mrs. James 
Bentley (to a Representative and wife) 

The British Ambassador and Lady 
Kent-Davies 

General and Mrs. Addams or General 


and Mrs. Roy Addams 
If the Ambassador is a woman: 


The American Ambassador and Mr. 
James—and in the case of a Congress- 
woman: 

The Honorable Mary Smith and Mr. 
Smith (or Mr. and Mrs. John Smith) 

The Department of State always uses 
the full title “The Honorable” formally 
spaced on a separate line in addresses. 
Other Departments use “Honorable” or 
“Hon.” before names in addresses. 

Common official complimentary clos- 
ings are: 

Very truly yours, 

Very sincerely yours, 

Sincerely yours, 

Respectfully, 

Very respectfully, 

Respectfully yours, 

Faithfully yours, 


Salutations are as follows: 
Dear Mr. (last name): 
Sir: or Dear Sir: 
My dear Mr. Secretary: 
My dear Mr. Commissioner: 
Dear Mrs. or Dear Miss: 
Madam: or Dear Madam: 
My dear Madam (or Miss or Mrs.) 
Secretary: 
My dear Madam Commissioner: 
Second-Page Headings: If “Honorable” 
has been used in the address, the second- 
page heading may be “Hon... . (full 
name),” “Mr. ... (last name).” Or the 
title may be used: “Senator Smith.” 
Addressing Federal Government Offi- 
cials—when personal name is not used: 
The President or 
The President of the United States 
The White House 
Washington 25, D.C. 
Mr. President: (formal) or Sir: or 
Dear Mr. President: 


The Speaker of the House of Repre- 
sentatives 
Washington 25, D. C. 
Sir: (formal) or 
Dear Mr. Speaker: 
When personal name is used: 
The Honorable (full name) or 
President (full or last name) 
The White House 
Washington 25, D. C. 


My dear Mr. President: or 
Dear President (last name): 


The Honorable (full name) 
Speaker of the House of Representa- 
tives 

Washington 25, D. C. 

My dear Mr. Speaker: or 

Dear Mr....: 


Senators and Representatives are ad- 
dressed as: 
The Honorable (full name) or 
Senator (full name) 
The United States Senate 
Washington 25, D. €. 
The Honorable (full name) 
The House of Representatives 
Washington 25, D. C. 


Cabinet members: 


Formal, diplomatic form: 
The Honorable (full name) 
Secretary of 
Washington 25, D. C. 
Sir: or 
My dear Mr. Secretary: 
Business form: 
The Secretary of... 
Washington 25, D. C. 


Dear Mr. Secretary: 


Diplomatic Representatives. 

Ambassador—diplomatic _representa- 
tive of the highest rank. Vested with 
special and full power to transact busi- 
ness. 

Minister—diplomatic representative of 
high rank. 

Chargé dAffaires—officer in charge 
during the absence of, or instead of, an 
ambassador or minister. 

Counselor of Embassy or Legation— 
adviser of the embassy or legation; one 
versed in matters pertaining to the cer- 
tain country. 

Secretary of Embassy or Legation— 
one who handles the official papers. 

Attaché—subordinate officer attached 
to a diplomatic corps, either military, 
naval or commercial. 

Aide-de-Camp—confidential 
to a general or a sovereign. 

When the diplomatic representative is 
an ambassador, his 





assistant 


headquarters is 
called an embassy; when he is a minister, 
his headquarters is legation. The busi- 
ness office of each is a chancery. 

Ordinary communications should be 
addressed to the Secretary of the Em- 
bassy or Legation, not to individual 
members of the staff. 

A foreign representative is usually 
addressed as “His Excellency.” This is 


followed by “Mr.” before his name, un- 


less he has a personal title that is used 
in his own country. 
When personal name is not used: 
His Excellency 
The Ambassador of . . . (or The 
Minister of .. .) 
Washington 25, D. C. 
Excellency: (formal) 
My dear Mr. Ambassador: 
When personal name is used: 
His Excellency, (full name) 
Ambassador of . . . (or Minister 
Washington 25, D. C. 
Excellency: (formal) 
My dear Mr. Ambassador (or Min- 
ister:) 


Commercial Representatives. 

Consul General—officer in charge of 
all or some of the commercial represent- 
atives of a country. 

Consul—commercial representative of 
a country. 

Vice-Consul—substitute or 
nate consul. 

Consular Agent—representative of a 
principal consular officer. 

The office of a consul is a consulate. 

The location of foreign and American 
consular offices may be found in the 
Congressional Directory in a_ public 
library. 

The Office of the United States High 
Commissioner, for a trust territory, en- 
gages in certain consular as well as dip- 
lomatic functions. To address the office 
is preferred, though the commissioner 
may be addressed as: 

“Hon. ... (full name), 
United States High Commissioner for .. . 
My dear Mr. Commissioner: 
If personal name is not used: 
The American Consul 
(Foreign City, and Country) 
Sir: 
The French Consul 
(American City, and State) 
Sir: 
If personal name is used: 
. «» Esq. 
American Consul 
(Foreign City, and Country) 
Sir: (formal) 
My dear Mr: (informal) 
Hom. . . . (full meme) . .. «> 
French Consul 
(American City, and State) 
Sir: 

In the case of the newly emerging 
African nations, ambassadorial titles are 
similar to older nations. The ambassador 
of each of these newer nations will be 
addressed as “His Excellency.” 
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What I wouldn’t wish 
for my best false friend! 


“A stamp box fresh out of fours! At 
five p.m. Teeter down to the postoffice, 
in snow or rain or gloom of night. Stand 
in line at the stamp window. Back of 
some guy who wants to send parcel post 
to Pakistan. It’s happened to me! 

“That was before a postage meter came 
into my life. Now, no stamps. No stamp 
sticking. No stamp box. No running out 
of airmails. No frantic trips to the p.o. A 
meter makes mailing positively dreamy!” 

Well, we wouldn't go that far. But a 
postage meter has a lot of advantages. 
It prints postage as you need it for any 
kind of mail—directly on the envelope, 
or on special tape for parcel post. You 
always have the right stamp. With every 
stamp, you can print a postmark ad, if 
you want one. Mailing is fast, easy. 


Pitney-Bowes 
POSTAGE METERS 


To buy postage, have the postoffice set 
the meter, for as much or little postage 
as you want. Your postage in the meter 
is always protected from loss, damage, 


misuse. And automatically accounted 


for on visible registers that show postage 
on hand, postage used. Metered mail 
needs less handling in the postoffice, 
can often get on its way earlier. 

Even if you are just a small mailer, 
you can now have a postage meter. 
No minimum mail volume is required — 
one-third of the smallest meter users 
average less than $1 a day for postage. 
Ask the nearest Pitney-Bowes office for 
a demonstration. Or send coupon for 
free illustrated booklet. 


FREE: Handy desk or wall chart of latest postal rates, 
with parcel post map and zone finder. 


a! 


LL 7 YOUR AD HERE | 
PITNEY-Bowes, INC. 

7808 Pacific Street, Stamford, Conn. 

Send free © booklet O postal rate chart to: 


Name 


Made by the leading manufacturer of mailing machines . . . 149 offices in U.S. and Canada. 
In Canada: Pitney-Bowes of Canada, Ltd., Dept. 308, 909 Yonge Street, Toronto. Address_— 
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a new way to w rite! 





The IBM Secectric is unlike any other typewriter you’ve ever used! g@ It has no typebars! @ It has 
no moving paper carriage! ge It extends new versatility to a broad range of typing applications. 
@ The secret? The precision-engineered single element pictured above. mg No bigger than a golf ball, 
it does the work of a ‘‘basketful’’ of typebars—and then some. Skimming across the paper, it prints 
faster than the eye can see. ® This full-size office typewriter offers many other exclusive features. For 


example, a unique storage system that actually remembers, when necessary, one character while another 


is being typed. = Want to change type style? Simple with the Secectric! Slip off one typing element " 
and click another type style in its place. # And you'll find the IBM Setectric the steadiest of electrics. Change ribbon? One hand does it! 
Because there is no moving carriage, it won't ‘‘dance’’ across your desk. # Ask your om 


P Exclusive “Compac”’ single-unit 
: ae ‘ . Bid ribbon cartridge makes ribbon 
IBM representative to show you this newest addition to the IBM typewriter line soon. & y changing easiest and cleanest. 
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A HANDSOME 2 PEN NOBLOT DESK SET WITH JET BLACK BASE 
PLUS % GROSS OF MONGOL PENCILS WITH DIAMOND STAR’LEAD 


See what this Combination Package holds for you: 


HANDSOME TWO-PEN NOBLOT DESK SET. A new 1 GROSS MONGOL PENCILS WITH NEW “‘DIA- 
concept in desk ball pen design and economy. MOND STAR” LEAD, Choice of 2 or F Degree. 


Keeps ball pens on the desk—where they belong! Unbelievably long writing mileage! 


, 
Full-length 534” NOBLOT replaceable ink SURRPEORS GHIRt Smee 


cartridges! Silky smoothness! 

—_ ri 
Two chrome-trimmed NOBLOT pens: blue ink, Jet black writing! 
red ink! Uniformity of degree! 
A necessity for every desk! Famous Pink Pearl eraser! 


Don't miss this opportunity to stock up on quality pencils and acquire handsome desk sets for your 
office—both for one low price! See your stationer for this outstanding combination package now! 


SINCE 1849 


EF) EBERHARD FABER 
pila 4 Qual on weitong 


Wlikes-Barre, Pennsyivania-New York-Toronto, Canada 
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Transcription Timesavers 


@ Transcription can be a mere task—or 
sheer drudgery; a quick job with perfect 
results—or a seemingly infinite pile of 
notes that turn into error-filled letters. 
Your goal, of course, is to deposit on 
your employer’s desk a letter that will 
guarantee his satisfaction and immediate 
signature. Ideally, he won’t even have to 
read it—but to reach that stage of in- 
dependence will first require trust, well 
earned by you. 

The key to timesaving is to organize 
for efficiency before you sit down at 
your typewriter. Jumping up to check 
reference books or files consumes need- 
less minutes—have all necessary infor- 
mation at your desk. In addition to ref- 
erence material, you'll need carbons, an 
adequate supply of stationery, erasers 
and shields, cardboard squares to insert 
between carbons when erasing and a 
pencil for editing. 

Check your typewriter for clogged type 
and a worn ribbon. Keep a message pad 
near the telephone for calls that come 
while you are working. And keep a 
calendar in clear view in case you want 
to verify dates. 

Have two erasers ready—a soft gum 
eraser for carbons, a hard gritty one for 
originals. And have a dictionary near to 
check quickly spelling and syllabication. 

Arrange your stationery drawer so 
that you can easily locate different sup- 
plies. During transcription, keep the 
drawer open to obtain materials quickly. 

Before you start typing, glance briefly 
through your notes to refresh your 
memory and to check your signaled 
items. 

Having flagged in colored pencil the 
“urgent” items while you took dictation, 
you will now be able to speed up your 
transcription—get those urgent items out 
of the way and into the mail first. 

While dictating, was the boss inter- 
rupted by a telephone call? If you used 
that time to your advantage, you'll now 
have your notes punctuated and para- 
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graphed and won’t have to take time for 
that before you start typing. 

If the letter you're typing requires 
two sheets of paper, use the reverse side 
of the carbon copy as an additional car- 
bon—save file space and avoid the possi- 
bility of misplacing the second sheet. 

The telephone rang right in the middle 
of a sentence you were typing from your 
notes? Indicate the stopping place by a 
heavy vertical line after the last tran- 
scribed outline. If you cultivate this habit, 
it won't be necessary to read through the 
whole page of notes to find the place 
again. And, if the stopping place is not 
indicated clearly, it’s easy to omit lines 
of notes when the same word or phrase 
occurs twice or more on a page. 

Your boss wants some notes tran- 
scribed for a talk he’s giving—does he 
prefer you to use a small notebook for 
them? Then try backfeeding, a short cut 
that every secretary should know—and 
it will work just as well when you must 
type on envelopes or cards. 

First a single sheet of blank paper is 
inserted in the typewriter until its top 
edge appears above the scale line. Then 
the bottom of one of the notebook’s 
pages is inserted between the blank 
paper and the cylinder. Turn the cyl- 
inder back—not forward—until the place 
where you want to begin writing is 
reached. The blank paper acts as a lever 
to slip the page into the carriage from 
the front. 

Although there is no blanket rule that 
makes all strikeovers acceptable, there 
are some that the reader is not likely to 
notice. Since type varies on each ma- 
chine, the wise secretary will take a few 
minutes to experiment with her type- 
writer to type all capital and small let- 
ters and see which strikeovers are pos- 
sible. Some of the more inconspicuous 
ones are b over o, d over c or 0, h over 
n, o over c, E over F, Q over O, e€ over ¢, 
y over v, I over 1, T over I and 1, comma 
over period and semicolon over comma. 





To be absolutely irreproachable, though, 
erase the original and have the strike- 
over appear only on the carbons. 

When typing a blind copy notation on 
carbons, don’t insert each copy indi- 
vidually—remove just the original and 
add the blind copy notation while the 
carbons are still in the typewriter. 

If you find you’ve typed a letter too 
high on a page, or in another instance 
too low, don’t waste time typing it over 
to make it correct. Salvage it. Use your 
optical judgment to insert more or less 
space in the closing lines. 

Be just as careful of carbon copies as 
you are of originals—they’re the com- 
panys permanent record of your work. 
Change carbons often enough to insure 
readability. To avoid “treeing” (the 
creasing in carbons that causes lines on 
paper), place a piece of heavier paper at 
the back of your carbon pack in the 
typewriter. Occasionally operate the 
paper release to release the accumulat- 
ing tension that causes the creasing. 

To keep a carbon pack perfectly 
aligned in the typewriter, try this. Be- 
fore inserting the pack, place an en- 
velope behind the platen with the flap 
down, facing you. Operate the paper re- 
lease and push the tightly held pack 
between the flap and the envelope, con- 
tinuing until it appears in front of the 
platen. Hold the top edge of the pack 
firmly and pull it forward until you can 
remove the envelope. Straighten the pack 
against the paper edge guide, press it 
firmly against the platen and return the 
paper release to gripping position. 

Using specific techniques like these 
will relieve transcription time of much 
of the grind and toil that formerly tired 
you. And, in no time at all, you'll have 
your employer merely glancing at your 
works of perfection as he speedily af- 
fixes his signature to them. 

(We welcome suggestions from you for 


office problems you'd like simplified— 
just send them in care of the magazine.) 
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@ Fairy tales can sometimes be true to life. Take. for 
instance, the story of the Sleeping Beauty. who awoke 
to be wooed and wed by the prince of her dreams. 
While no modern scientist has ever explained the exact 
cause of her success in the matrimonial field, one fact 
is obvious. Her Royal Highness invested more than a 
century in the world’s most economical and essential 
beauty ingredient—sleep. 

An adequate amount of slumber will actually do more 
for both your appearance and your disposition than all 
the cosmetics or chemicals on the market. It can de- 
emphasize wrinkles, subdue shadows and change your 
complexion from gray to glamorous. But, without sleep. 





troubles come and tempers go—taking any would-be 
suitors with them. 

In plain words, human beings can survive an amazing 
amount of time without food, even without water, but no 
doctor worth his medical degree would ever advocate 
cutting those forty winks to twenty or less. It just can’t 
be done safely, and yet that is exactly what you are 
doing when you shave your nightly sleep by one or two 
hours. 

The difference between a good night's sleep and a 
bad one can be measured in minutes, but what a differ- 
ence those minutes can make to your own physical and 
mental well-being. 

The exact amount of sleep you need each night is 
something you must decide for yourself, since it depends 
on the individual constitution. Generally, all human 
beings need a minimum of six hours to remain healthy; 
but most people require more. And, while the average is 
eight hours each night, some can’t be pried from the 
pillow unless they can doze through ten blissful hours of 
slumber. If you are one of these sleeping beauties, plan 
accordingly. 


Sleep, in essence, is nature’s way of recharging your 




































mind and body for the strains of another day. Once 
your eyes have closed, your muscles relax. your tempera- 
ture and blood pressure are lowered and your cortex 
(the highest nerve center of your brain) takes a rest. 

All during your waking hours that cortex of yours 
has been acting like a sender of Morse code, transmitting 
wave after wave of electrical pulsations and directions 
to your body at the rate of about ten each second. With 
slumber. this rate diminishes to two or three broad and 
rippling waves each second. while the cortex itself 
closes down millions of its tiny wave circuits for the 
night. Your level of consciousness drops. Body and 
conscious mind are at rest. Problems that may have 
outreached the Alps just before you slipped between the 
covers will have dwindled to nothingness by morning— 
and all because of one thing. You slept. 

Suppose. however. that night after night you skimp 
on sleep. What happens then? 

Your system will get more and more fatigued. more 
and more incapable of dealing with the easiest of prob- 
lems or office work. You may grow irritable—and so 
will the boss, since your work will be far below its usual 
standard. Keep going long enough with too little sleep 
and you can end up in a doctor’s office. complaining of 
anything from acute depression to an upset stomach or 
a faulty memory. And it can all be traced back to exces- 
sive fatigue plus its twin devil, tension. 

Sounds exaggerated? It isn't. 

Recently, the Walter Reed Army Institute of Re- 
search kept one hundred volunteers from sleep for 
periods as long as four days. At the end of that time 
their perceptions were hazy, their sense of timing off 
and reflexes late. Values were out of focus—and so were 
the volunteers. 

At this point, nature took charge. Sleep was _nec- 
essary to life, so sleep the volunteers did—even though 
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Sleep... 





< 


it was the fleeting kind filled with wisps of dreams and 
lasting first a fraction of a second, then a few seconds 
as the eyelids drooped and the heartbeat slowed. These 
“micro-sleeps,” as they are called, occurred several times 
during each hour. 

Actually, such cat napping is a good way to make up 
lost sleep—as long as the boss is safely in his office. 
Sir Winston Churchill used this method during the war, 
snatching sleep however and whenever he could. So if 
you have a free lunch period and you've had less-than- 
usual sleep the night before, why not try a thirty-minute 
cat nap? 

Even if you haven't the time to doze over your ham- 
burger and shorthand, there are some things you can 
do te relieve tension that accompanies excessive fatigue. 
A certain amount of stress may be normal, but too much 
can lead to abnormal reactions. 

For example, sitting on the edge of your chair with 
shoulders hunched high is one sign of tension. If this 
happens, try massaging your tight neck and shoulder 
muscles, digging your fingers in where the bunching is 
worst. You can give yourself a professional massage at 
no cost and it will relax you enough to deal with the 
afternoon’s allotment of filing and the boss’ appoint- 
ments. 

This second remedy is best used if you have a cubicle 
of your own or if the office is empty. Stand up with 
knees straight; let your body hang limply from the waist 
with head and arms down. Swing gently from side to 
side in a circular motion from the waist, much as a rag 
doll would do it. 

Another method is to take a tour around the office, 
stopping for an occasional chat. Secretarial schools won't 
as a habit—but it 
is true that boredom contributes to excess fatigue and 


recommend this, and neither do we 





tension. Hearing about someone else's vacation may 


obscure your own problem of tiredness and, often, get- 
ting your mind away from it is the first step in getting 
rid of it. But keep the tour, and the chat, brief. Five 
minutes should do the trick. 

Closing your eyes for a minute will help too, even 
if that minute cannot be classified as a cat nap. Cup 
both hands across your eyes, without touching them. If 
you see colors, hold the position for sixty seconds. After 
that time, you should really be in the dark—as far as 
what you are seeing goes—and relaxed enough to go 
back to typing. 

All of these are effective, but they are only temporary 
substitutes for a regular eight hours sleep in bed. 

If you plan to be out late several times during the 
week and your alarm clock is still set—alas!—for the 
morning after, it’s wise to allow some time for a nap 
before you leave the house. This means actually slipping 
beneath the sheets with, if you like, cream on your face 
and curlers in your hair. This way, you'll be ready and 
relaxed enough for anything. Remember, if you get 
only four hours sleep during any one night, it will take 
you two full nights of sleep, not just one long stretch, 
to make up for the deficit. 

All of this, however, assumes that you are a real sleep- 
ing beauty—one who hits the pillow and stays there 
until dragged out by force the next morning. But if you 
are a mathematician with insomnia who counts sheep all 
night, then read on. There are certain rules for resting 
designed just for you. For instance. ... 

© Just before bedtime, try some warm milk. Some, 
at least, of your physical energies will be involved in 
digesting it—thus leaving your path free to slip into 
slumber. 

¢ Take a warm bath. This can also double as a beauty 
routine if you place a wooden board complete with 


manicure tools and material for (Continued on page 62) 

















BY NEAL NEITZEL 


ILLUSTRATED BY FORBES LINKHORN 
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by Roberta G. Pavlu 


FORGIVE AND FORGET 
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How fast can you read shorthand? You can probably speed throug’: thi 


is page, which is based on Chapters One through 
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p= IN ACCOMPLISHMENT is a source of 

great satisfaction! The efficiency that 
will enable you to work intelligently 
side by side with an executive offers a 
thrilling opportunity for advancement 
and an attractive salary. Businessmen are 
more appreciative than ever of loyal, 
efficient and co-operative service, because 
experience shows that these qualities are 
not in plentiful supply. 

Steady application in getting out a 
day’s work is rated of first importance in 
schools and in the office. A show of in- 
terest in your work creates a harmony 
and co-operation that will be as pleasing 
to your co-workers as it is essential to 
your progress. Be willing to undertake 
whatever task presents itself to be done. 

In addition to developing typing skills, 
shorthand and transcription speed and 
accurate spelling and punctuation, de- 
velop the habit of giving fully and will- 
ingly of your time in learning everything 
you can about the work you plan to do. 

Your chance of molding a fine, happy 
business career depends on you alone. 
If you are a student, your teacher may 
instruct you in the fundamentals of busi- 
ness and train you in the specific skills 
you need, but your progress will depend 
on you. 


To MAKE YOUR sTUDY and practice more 
interesting and exciting, this department 
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offers a wonderful incentive program— 
attractive certificates and pins that you 
may earn as you progress in the course. 
Study and practice for proficiency be- 
come pure joy when you can stretch for 
a goal and reach it. 

For instance, in shorthand you may 
earn membership in the Order of Gregg 
Artists simply by devoting a little prac- 
tice to the perfection of your notes. Two 
tests are published on page 44: the 
Junior OGA Test may be taken by any 
student who has finished five lessons on 
the Manual; Senior Membership is for 
the advanced shorthand student, secre- 
tary, teacher aand reporter. These tests 
should be practiced until suitable im- 
provement in the accuracy and reada- 
bility of your notes has been attained. 
Then write and submit a copy of the test 
to this department for membership in the 
Order of Gregg Artists. You will be 
proud to have the certificate that entitles 
you to wear the gold OGA Pin—the 
shorthand emblem worn by Greggites all 
over the world! Take the OGA Test this 
month. Instructions for submitting your 
manuscripts for membership are given 
with the tests. 

Arrange time for practice of the Com- 
petent Typist Speed Test, too. The C T 
Test on page 46 may be practiced during 
the month until you have obtained the 
highest possible speed on it. You may be 


able to increase your speed 10 to 20 
words a minute during this practice. Try 
it and see! Attractive certificates are 
offered at speeds attained from 30 words 
a minute up. Lovely pins are also availa- 
ble at 50, 60, 70 and 80 words. 

Junior and Senior Membership in the 
Order of Artistic Typists testify to your 
typing accuracy. 

Strive to increase your hourly rate of 
production on letters and other business 
forms. Secretaries will tell you that it is 
much more fun to turn out 50 to 100 
letters a day than it is to watch the clock! 
Time goes faster, and one has such a 
glow of satisfaction at the end of the day! 

The certificates and pins available to 
you in the shorthand speed tests (both 
3-minute and 5-minute tests), transcrip- 
tion of office-style letters, filing, book- 
keeping and shorthand theory are becom- 
ing more and more popular. Why? Be- 
cause they challenge your ability and 
skill! Three hundred thousand applica- 
tions are received each year from stu- 
dents who are stretching to reach the goal 
of proficiency each award represents. 


Dip you RECEIVE the 60-word shorthand 
speed certificate last month? Win the 
80-word award this month! Did you qual- 
ify for the 30-word Competent Typist 
Certificate last month? Stretch for 40 
words this month! 
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Interest, enthusiasm and practice will 
enable you to sprint from one speed 
plateau to the next and give you time in 
between to brush up on theory and ac- 
curacy techniques. 

There is no better time than now to 
set your sights for a brilliant career in 
business and to plan a program for at- 
taining it. You'll have fun putting that 


plan to work if you strive for the awards 
that mark off the course. Your harvest 
depends entirely upon your foresight, 
ambition and efficiency. 

Management is confronted with the 
problem of satisfying an unprecedented 
demand for goods and services on one 
hand and an acute shortage of office help 
on the other. There is a terrific amount 





of paper work involved in the transac- 
tions that go over a manager's desk in 
every department, and these men would 
give almost anything to obtain the right 
kind of service, co-operation and _profi- 
ciency. 

Never before has Fortune smiled more 
graciously. Remember it is all up to 


you. 
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This material is “loaded” with §! 

easy joinings and with fluent blends. =! 
Practice this test as many times ; 

as you like, trying to get a . 

light, smooth, fluent copy that shows =! 
your best shorthand penmanship. | 
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You may copy line for line or 
in narrower columns: you may use 
| either blank or ruled paper. Shorthand 
' 
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notebook paper is fine. 
Your writing may earn you a 
jJusior OGA certimeste orpm. '...........................-.<. 
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This material includes just about ¢ 
every possible shorthand joining—it . : 
is a real test of your ability to oF | ae FPR ——ge- eee 2c ' 


write anybody-can-read-it 
Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant and very smooth joinings. 
‘ If you can qualify by penning a 
good copy of this material, 
you will get the 

Senior OGA certificate or pin, 
thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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THE CARPETS OF INDIA 


The carpet industry has been a predominant industry in 
India for a number of centuries. 


The industry was given encouragement in Kashmir by the 
famous King Zain-ul-Abdin in the 15th century. Handmade 
carpets of excellent design were produced during his time 
and have continued to be made in Kashmir and other parts 
of India ever since. A carpet made in Kashmir in 1650-75 
was included among the exhibits at the Delhi Exhibition of 
1902-03. 


In the 19th century, Maharaja Ranjit Singh’s Governor in 
Kashmir ordered a special carpet. It was green in color and 
was dotted with small pink spots, interspersed with tiny 
pearl-like dots producing an effect of green turf with pink 
petals of almond blossoms and glistening dew. 


Such craftsmanship probably explains the continuing 
popularity of Oriental rugs. 


Grant's Department Store 
276 Central Avenue 
Rochester 4, New York 






Gentlemen: 
ATTENTION: Mrs. Carol Masters 


This is to confirm the order that you placed with our salesman, 
Mr. John Smith, earlier this month. Please note that there is 
a slight change in the prices, which became effective on 
September 15. 


Because a few of the items are out of stock, we are taking the 
liberty of filling your order with a popular —* in the same 
me bracket. These new lines will be, if anything, even more 
interesting and readily salable. 
Apel . 
6 @ dresses, Style #390, women's 
3 dozen skirts, Style #420, misses’ 





izes, at $10.95 each 


» at $1.50 alWoz. 
50 assorted. hand bags, priced at not higher than $2.50/’each 
e understand that you will have a supplemental order for Addi- 
tional merchandise in two weeks. You may expect the current ship- 
ment to reach you in about (10) days. / 


/ 


sizes, at $3.95 each 
5 dozen bloses, Series 281, missed sizes, at $1.95 each 
42 dozen mers handkerchiefs, Series 42C, at $2.50 a dozen 
36 dozen ladies’ pandkerchiefs, Series 56B 








Thank you for your orders. 
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(Order of Artistic Typists) 


Center this article attractively on a 
full sheet of plain white paper. 
Retype it as often as you wish and 
then submit your best copy 

for an award. 


To qualify for an award, your work 
must be neat, accurate (no strikeovers 
or typographical errors) and 

well placed. No erasures are 
permitted. 


To Get Your Award 


Mail your work to the Gregg Awards Depart- 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT or 50-word CT 
pin; 75 cents for each higher-speed CT award. 
e Be sure your name and address appear on 
your paper. @ Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. @ Test applications received with- 
out fees are held thirty days only. e Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hereby certify that I timed this 
test for exactly ten minutes and that it 
was written in accordance with the rules.” 
e October copy is good as membership tests 
for OAT, CT (page 46) and OGA awards 
until November 25, 1961. 


000 
SENIOR 


To qualify for the Senior O AT Award, 





send us a well-placed, corrected 
copy of the letter that appears 
alongside. You may use either 


plain paper or letterhead. 


When you have typed your best copy, 


send it to us for an award. 




















OCTOBER 
competent typist test 


(THIS COPY SHOULD BE DOUBLE SPACED.) 

As any city dweller realizes, cities 
can be extraordinarily dangerous, for 
movement there is as uncertain as that 
on a battlefield. The pedestrian must 
move around automobiles, trucks and 
other innumerable obstacles with the 
quickness of a rabbit and the muscles 
of a weight lifter. In addition, he must 
also protect himself against the actions 
of his fellow citizens. 

For example, an innocent visitor, un- 
accustomed to the actual violence oc- 
curring in subway travel, could easily 
suppose he had walked into a riot. 
Expressions of annoyance are quickly 
uttered, arguments are begun, blows 
and kicks are given and the frightened 
visitor is eventually pushed from the 
train to a station platform—and not the 
one for which he had been heading. 

Much the same struggle continues 
at bus stops, and this confusion is often 
initiated by the driver himself. Pas- 
sengers who have sprinted wildly to 
gain transportation and have actually 
touched the bus itself find it a usual 
happening to have the door slam shut 
just as their grasping fingers reach in 
vain to keep it open. Some passengers, 
feeling their patience tried beyond nor- 
mal endurance, actually follow the bus, 
screaming insults and holding aloft 
clenched hands. 

At other times, passengers, feeling 
exhaustion and misery at the finish of 
a difficult working day, are further an- 
noyed. They have to mark time in snow 
or rain while waiting for a bus as one 
half-filled vehicle after another zooms 
by. 

Admittedly, problems between pas- 
sengers and driver are not always the 


WORDS 
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7 
15 
23 
31 
38 
45 
53 
61 
69 
74 
82 
89 
97 
104 


118 


179 
186 
194 
202 


259 
267 
275 
282 
290 
291 
297 
305 





To compute speed, note the number indicated at the end of the last line 


you copied completely and add 1 for each additional 5 strokes typed. To 


get the gross speed, divide total by number of minutes; or, to get net 


speed, subtract 10 for each error before dividing by number of minutes. 


More than five errors disqualifies a Competent Typist Test for an award. 


WORDS 


driver’s fault, and occasionally those 
unfortunates driving have reason to 
bemoan their profession. Sometimes 
passengers, especially visitors, delay 
their schedule by demanding informa- 
tion or asking questions that could be 
easily resolved by reading the direc- 
tions on the bus itself. Often they be- 
come troublesome, refusing to move to 
permit others to come in. 

Taxis are still another element in the 
battlefield of transportation. The cheer- 
ful and otherwise pleasant men who 
find themselves at the wheel usually 
insist on some discussion, although the 
passenger may wish to sit quietly or 
read his newspaper. This attempt at 
conversation is understandable, for the 
cabby is alone but for his customers. 
Sometimes his conversation is enter- 
taining and the citizen completely en- 
joys it—but, should he wish silence, he 
is doomed to failure. Of course, when 
quickness is essential, that is the time 
when the taxi will become involved in 
a traffic jam. 

Walking, the only alternative left 
for the traveler, does have some ad- 
vantages. It is an economical and pleas- 
ant method of reaching a destination 
and enables the walker to sight-see on 
the way. Small, quaint shops with in- 
teresting items, old houses, beautiful 
parks and glimpses of the workaday 
life of the city repay the determined 
walker. 

But walking also has some pitfalls. 
This mode of transportation is slow 
and other walkers can be problems, for 
an accidental shove can result in a 
violent argument and maybe injuries. 


313 
320 
327 


350 
357 
365 
371 
378 
386 
394 
401 
408 
416 
424 
431 
439 
447 
454 
461 
470 
477 
486 
493 
496 
503 
510 
518 
526 
534 
541 
549 
556 
563 
565 
572 
580 
588 
595 
603 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


WRITTEN ESPECIALLY FOR GREGG AWARDS CANDIDATES]JBY HENRY RIDGEWOOD 
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The material below is the same as the C.T. Test across the 
page, and it is provided so that you can test and compare TRAN roa CRIB IN C> 
your speeds of typing from print and from shorthand. Com- 
pute your rate on this word-counted material in the same 
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RANSCRIPTION 
CORNER 


Although the words in these letters man seem ‘o be cor 
rectly spelled— they sound the way they are spelled! 


manu of them are incorrect. See if you can find the mis 


errors. Then turn to page 67. 


spellings and check, too, for inconsistency and other 
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Dear Miss Johnstone: 


Congradulations! You have just been 
awarded first prize in our "How to 
Combat Juvinile Delinquincy" essay 
contest. Your entry was well writen 
and contained several worthwhile sug- 
gestions. If only your wishes could 
be realized! 


We hope you will be able to sttend the 
special lunchon being given in honor 
for the prize winners. It will be 
held on Nov. 14 at one o'clock at the 
Anson club. At that lunchon you will 
receive your $100 cash prize. 

Please let us know if you will be able 
to attend. We look forwsrd to seeing 


you on November 15. 


Cordially yours; 














@ 


Dear Mrs. Briggs: 


We certainly appreciate your interest 
in our book, "Tips for the New Secre- 
tary." As you indicated in your letter, 
it did contain many excellent sections 
on grammer, punctuation and other areas 
related to letter writing. That book- 
let, however is now out of print. But 
under seperate cover, we are mailing 
you a copy of our newest secretarial 
book which incompasses many features of 
the other. It also contains many help- 
ful sections not included in the book 
you requested. We hope it meets with 
your satisfaction. 


With the book you will recieve a complete 
list of all of our avalatle books also. 
We are sure that you will find that many 
of them on the list will also be of help 
to you in your particular field. 


Cordially yours; 
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THE GLADIATORS--page 40 
jovial 
belligerent 


locusts . 


woe 4 
seasoned 2 Z/ 
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frenzied 
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KATIE SUE--page 51 
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pursed Cc 
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crisply 

retreating bur 
impatiently 


intercom? 2 > 
sketches 5 
unexpected 
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1 
LOCUSTS (meaning): Migratory species of grasshopper that 


travel in vast swarms, usually completely destroying the 
vegetation of the areas they visit. 


2 
SEASONED (meaning): Mature, probably more experienced. 


3NO HOLDS BARRED (meaning): Originally a wrestling term 
meaning ‘‘all holds are legal.’’ In this case, too, it means 
that each man is out to win, no matter how he does it. 


4 RHYTHMIC (spelling): Note the tricky spelling of this word. 
Remember to include the ‘‘h’”’ after the ‘‘r’’. 


> INTERCOM (meaning): A two-way communication system with 
a microphone and loud-speaker at each station for local- 
ized use. 


6 
INTUITIVE (meaning): Having instinctive knowledge. 
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Electronics 


TERMS IN GREGG SHORTHAND 


acoustic — Relating to the production, transmission or re- 
ception of sound. 


acoustic feedback — Sound waves from a loudspeaker or end 
terminal that are picked up by a microphone, tube, etc. 


aerial — The elevated conductor portion of a condenser an- 


OY 
tenna. 


1 _ 
alternating current (abbreviated AC) — Current resulting YO Lop 


from a surging back and forth of electrons in the line. The 
usual electric current supplied by power lines. 


alternator — An electric generator or dynamo used to pro- 
duce alternating current. 


amplification — The process of increasing the strength of 
electric current or sound volume. 


amplification factor — The rating applied to vacuum tubes 
to indicate the tube’s maximum increase in signal strength. 


vd & 


amplifier — A device used to increase the power, voltage or 
current of a signal. 


amplitude - A term describing the magnitude of a complex 
wave. 


amplitude modulation (abbreviated AM) — The common sys- 
tem of radio broadcasting. 


\ as 


antenna = The device employed for receiving or transmit- 
ting radio and TV waves. 


atmospheric interference — Electromagnetic waves due to 
electrical disturbances in the atmosphere around the earth; 
reproduced in the radio loudspeaker as cracking andhiss- 
ing noises. 


audio — Of or pertaining to currents or frequencies corre- 
sponding to normally audible sound waves. 


aviation channel — A band of frequencies designated ex- 
clusively to aircraft and aviation broadcasting. 


beam — In TV, the stream of electrons passing fromthe cath- 
ode to the screen in a cathode-ray tube. 


blasting — The overloading of an amplifier or loudspeaker, 
which results in sound distortions. 


broadcast band — Frequencies between 550 kc and 1600 kc 
designated for use by all standard broadcasting stations 
in the U. S. 


call letters — The identifying letters assigned to radio and 
TV broadcasting stations. 


carbon microphone — A microphone whose operation depends 
on the alteration of the electrical resistance of carbon con- 
tacts. 


cartridge — A device that translates into electrical energy 
the motions of a needle tracking in the grooves of a record. 


YY EDD pwd gh 


cathode — The negative (electron-emitting) electrode of a 
radio tube. 


\ 


cathode ray — A ray or beam of electrons emitted from a 
cathode, 


cathode-ray tube — A type of tube used in TV reception in 
which electrodes are used to distort the electron stream 
resulting in the light pattern that forms the picture. 


chain — A relay system of broadcasting that enables many 
stations to broadcast the same program simultaneously. 


channel — An assigned band of frequencies in which a sta- 
tion is required to keep its signal. 


coaxial cable — A two-conductor cable, of which one con- 
ductor is a metal tube, the other, wire supported inside the 
tube by insulators. 
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condenser — Two conducting surfaces separated from each 
other by insulation. 


contact microphone — A microphone used to convert mechan- 
ical vibrations into electrical energy, as used on Stringed 
musical instruments. 


converter — A device that changes signals to a lower fre- 
quency. 


cosmic ray — A penetrating ray of unknown origin in intet- 
planetary space. 


cross-modulation — Interference that modulates a signal, 
¢rystol — Natural quartz or a similar material ground to size 
to produce vibrations at a desired frequency; used in 


radio transmitters. 


crystal loudspeaker — A unit in which the diaphragm move- 
ments are activated by a crystal element. a 


aioe 


cycle — One complete reversal of an alternating current from 
maximum to maximum. 


dead spot — A given location in which radio or TV reception 
is poor or not received at all. 


definition — The accuracy and fidelity of a TVpicture image. 

diaphragm — A thin, flexible sheet that vibrates in a micto- 
phone when struck with sound waves or that vibrates in a 
loudspeaker to produce sound waves. 

diffraction - The bending of light, sound or radio waves. 

diplexer — The coupling unit that permits two transmitters 


to operate from the same antenna either together or separ- 
ately. 
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direct current (abbreviated DC) — An electric current flowing 
in one direction only. 


directional antenna = Any aerial that operates better in one 
direction than in another. 


directional finder — A device used to determine the direction 
from which radio waves are arriving. 


disc — A phonograph record. 


distortion — Faulty reproduction caused by wave changes if 
transmitting and receiving. 


echo chamber - A room used to create hollow effects of 
echoes for broadcasting or making records. 


electroacoustic — Units that use both electric current and 
sound frequencies, such as microphones and loudspeakers. 


electromagnet ~ A wire coil that produces a magnetic field 
when electric current is sent through it. 


electronics — An inclusive term used to cover the field of 
physics that deals with electrons in vacuum tubes, etc. 


exciter lamp = An incandescent lamp with a concentrated 
filament, used in film reproduction or recording of sound 
waves. 


fader — A multiple-unit control for gradually ‘changing a sig- 
nal’s strength. 


feedback — The transfer of electrical or acoustical energy 
from the output back to the input; may cause distortion of 


sound. 


filament — The wire in the center of a vacuum tube through 
which the current passes. 


flutter — A rapid fluctuation in turntable speed that distorts 
the true pitch of the sound. 


focus — To adjust the picture image for sharpness. 
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foot-candle — A unit of illumination. 


frame — One single, complete picture out of a series (as on 
a filmstrip). 


frequency — Usually the number of complete cycles or vibra- 
tions per second. 


frequency modulation (abbreviated FM) — A method modula- 
ting frequency with a controllable deviation. 


frequency tolerance — The limits to which frequency may vary 


above or below a predetermined value. 


ghost image — The unwanted image on a TV screen appearing 
near the desired picture image. 


groove = The sound track cut on a phonograph record. 


ground absorption — Transmitted power that is dissipated 
owing to dielectric loss. 


growler = An electromagnetic device used for locating short- 
circuited coils. 


guy wire — A wire used to tie down or brace antennas, 
towers, etc. 


ham operator = An amateur, licensed radio operator. 


head = In recording, the cutting part that makes the grooves 
on a disc. 


headset — Receivers placed on a headband over the ears. 


high-fidelity (abbreviated hi-fi) - A faithful reproduction, 
without distortion, of the full audio range of frequencies. 


howl — An undesired and prolonged sound usually caused 
by feedback. 


iconoscope = A TV camera cathode-ray pickup tube that 
converts the image into electrical impulses. 


ion spot — Distortion or discoloration at the center of a TV 
image. 


jamming — Transmitting contrary signals so as to distort 
reception from another station. 


lapel microphone — A small microphone that can be clipped 
to a coat lapel, allowing the user freedom of movement. 


limiter — That unit which cuts off high and low peak varia- 
tions that exceed a specified amplitude. 


loudspeaker - That device which transforms electrical im- 
pulses into sound waves. 


magnetic field — The region or area in which a magnetic 
force is felt. 


magnetic pickup — The magnetic device that converts phono- 
graph needle movement into sound waves. 


mayday = The international distress call (from the French 
m’aider, which means ‘‘Help me’’). 


microphone (abbreviated mike) — That device which picks up 
sound waves and converts them into electrical impulses. 


microphone adapter — A device that provides terminals so 
that a mike may be connected to change a receiver toa 
speaker. 


microphone preamplifier — A small unit that increases the 
mike output, enabling it to be transmitted to a larger 
amplifier. 


microwaves — Very short electromagnetic waves. 


mixer = A device that combines the sound from two or more 
mikes. 


monitor — A receiving unit that radio and TV stations use to 
check their own programs. 


multimeter — A unit used for testing voltage, current and 
resistance. 


muting — Reducing sound volume, or silencing it completely. 


noise filter — A device that is hooked to a current outlet, 
which blocks interference through the power line before 
it reaches the speaker. 
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oscillation = Fluctuations in a system or circuit. 
oscillator — A corrective device for eliminating oscillation. 


osophone — A device that applies sound vibrations directly 
to the head bones; a telephone receiver for the deaf. 


pan — The vertical or horizontal movement of a camera to 
follow a moving object. 


phonetic alphabet — Words used to designate letters in 
spelling out other words (Able, Baker, Charlie, etc.). 


photoelectric cell — A cell or tube in which the electrical 
properties are modified by the action of light. 


picture frequency — The number of complete pictures per 
second; standardized at 30 in U. S. television. 


playback — Playing back a recording to check quality of 
performance. 


preamplifier — The device that feeds current pickup to the 
main amplifier; also serves to adjust volume and tone. 


public-address system (abbreviated PA system) — A com- 
plete amplifier system including mike, speakers, etc. 


radar — A means of detecting the presence and location of 
distant objects through reflected microwave impulses; a 
contraction of ‘‘Radio Detection and Ranging.’”’ 


radio beacon = The identifying signals from a stationary ra- 
dio transmitter. 


rectifier — A device, usually a tube, that changes an alter- 
nating current. 


refraction — The bending of a ray or wave in passing from one 
medium to another. 


satellite — An extra midrange or high-frequency speaker used 
for rounding out sound. Also called a slave speaker. 


scanning — The method of viewing a TV scene through the 
use of tiny beams that pass over the scene line by line so 
rapidly as to appear instantaneous. 


short-wave transmitter — A radio transmitter that sends out 
waves of 200 meters or less. 


stroboscope — An instrument that gives a flickering source 
of light at controlled frequencies. 


synchronization — To make to operate at the same time and 
in unison; to make the speaking voice match the picture. 


telephoto — A photograph transmitted over a wire. 

transcribe — To record a broadcasted program for rerunning; 
or, to record on disc, tape or wire a program for its first 
run. 


transcription — The recorded program. 


transistor — A tiny unit capable of performing many of the 
functions of the vacuum tube. 


transistor radio = A small receiver unit in which transistors 
have replaced larger tubes. 


turntable — The motor-driven platform that holds records for 
broadcasting at given speeds according to the type of 
record. 


tweeter — A loudspeaker designed to create high-frequency 
sounds only. 


ultrasonic — Pertaining to sounds that are too high pitched 
for the human ear to hear. 


universal receiver — A radio receiver that can operate on 
either AC or DC. 


vacuum tube — A general term for all electronic tubes that 
contain either a partial vacuum or rarefied gas. 


vertical recording — A disc in which the sound grooves have 
been cut up and down rather than from side to side. 


woofer — A loudspeaker designed to create low-frequency 
sounds only. 


wow — A slow variation in turntable speed that causes an 
unevenness of sound. 
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shorthand 
simplified 


PUZZLE 


Through Chapter 2 


prepared by Ruth H. Smith 
Maine Twp. High School West 
Des Plaines, tllinois 


HORIZONTAL 


. To ease; to release from a post 


or duty 


. More than necessary 

. An author 

. Something done 

. A toy that spins 

. To glide over snow 

. Scent 

. Sole 

. Following, or later in time 
. A pastry dessert 

. Strangely 

. Exactly the same in measure or 


number 


. Material that is mined and which 


contains valuable metallic constitu- 
ents 


. Erase 

. Gasoline engines 

. Military organization of a nation 

. A store 

. To cook in hot fat 

. Appear to be 

. Say or do again 

. Daily record of personal experiences 
. To look askance 

. Twenty-four of these make a day 

. The right or left part of the body 

. Part between shoulder and hand 

_ 
. Vigor, energy, pluck, courage 

. Length times width 

. Mixture of metals 

. Marrow, back street 

. Puts a value on; measures in propor- 


place is away from the sun 





tion to something or someone else 


. Technical proficiency (plural) 

. On the shore 

. To be ill 

. Competent 

. Certain kind of tree 

. A conjunction meaning ‘‘on the other hand"; 


G preposition meaning ‘‘except"’ 
Amount remaining after deducting expenses 























































































































































































































7 12 Pp IF ¢ 17 |v 17 
a o = 
7 77 (2 13 19 
sé 17 18 1/9 20 j2/ az }23 
27 29 2 
32 {33 3 35 136 
3 3 - #/ 
¥4 ys v6 
¥8 “4 50 
53 5 156 
60 é/ 
bé6 67 6y 
og 7e@ =| 7/ 72 | 73 7Y 
75 7b 77 7% 79 90 
S/ 182 3 or 
97 wf 
77. Disabled in the leg 60. Continued pain 
79. Weapon used with a bow 61. Lubricate 
80. Machine for grinding grain 63. Entrance hall 
81. An imposing arrangement or display 65. Utter 
83. Sudden attack by officers of the law 66. Kill 


. Close 
. Demands as one's own 
. Craving for a liquid 


VERTICAL 


person 


. Antonym for late 
. To be in a horizontal position 
. To eat away 
. Certain kind of tree 
. Long slender piece of wood 
. One of the five end parts of the foot 
. Pay back 
. Particularly; chiefly 
. Atmosphere 
. Exhibit 

. Long, narrow, flowing strip of material 
. Capital of Egypt 

. Not bright 
. Sister's daughter 
. Frothy 

. Is indebted to 
. Wander from 
. Having resemblance 
. Recognize the worth or quality of 
. Antonym for on 

. A kind of grain 

. That which is kept back or held for a 


. A plural pronoun, third person 
. By way of 

. Entreat 

. Woody plant 
. Eat 

. Uncommon 

. Put in different order 
. To wish for something 
. Slender 

. At what time 
. Practically 

. Revive; a mass meeting 


67. Burn or char the surface of 

68. Point at with a weapon 

71. Hold responsible for something bad 
73. Feeling alone 

76. The rear part of an airplane 

78. Masculine title 

79. Help 

80. Feminine title 

82. Beam of light 

84. To the same degree or extent; because 
86. 365 days 
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DICTATION» 
PRACTICE 
RECORDS 


12°’ LONG PLAY 






Speed up your | Geno DISC. Lert. s10, | 
Shorthand —- get me 1439 N. Western, Hollywood 27, Calif. 


. Please send the following Sten-0-Dises: 
! 
that better job! | 12” 33%) RPM ALBUMS — $3.98 EACH 





Each ‘‘Steno-Disc’’ contains General Business Dictation 
actual business letters, | (CD 60, 70, 80, 90 wpm C) 80, 90, 100, 110 wpm 


medical reports, or legal | (1 70, 80, 90, 100 wpm C) 90, 100, 110, 120 wpm 
documents, dictated at pro- “ 


sci ‘ | 1.45 RPM RECORDS — $1.00 EACH 

SS - § 
— yg vorenlinge es art Gon. 7 Sus. /eget 
‘‘Radio Voice of Champagne | O 80 a QO 100 — O 30 7 
Music.’’ Speeds range from 2 au O wpm . 100 ie 
60 to 130 words per minute. F) 100 = Loess 5 120 = 
Here is ideal dictation—to [] 110 wpm F120 wpm 
use in the privacy of your | 1 120 wpm © 130 wpm 
own home, at your conven- 


< : : (CZ | enclose cash, check or money order for .............. 
ee pointed short 4 | F send C.0.D. (Calif. residents add 4% sales tax) : 
A ___ERTRe en rn T rE re e rN | 
start today to prepare for 

that high-pay job you've | ADDRESS | 





For Discriminating 
Secretaries 
Ww 
Loach. 
TACKY-FINGER 


The Modern Fingertip Moistener 


* ABSOLUTELY 
NOT GREASY 

* HAS NO ODOR 

* WILLNOT STAIN 


Makes Paper Handling Faster and Easier 
Than You Ever Dreamed Possible! 


— —-— MAIL COUPON FOR TRIAL OFFER — — — 


EVANS SPECIALTY CO., INC. 
P. O. BOX 8128, RICHMOND 23, VA. 
I would like to try EVANS TACKY-FINGER for 


10 days. If I am not delighted I may return it and 
payment will be promptly refunded. 


l 

| 

| 

| 

1 Send boxes TF-400 @ 50¢ per box (shown) 
| boxes TF-600 @ $1.00 per box 

| [| Enclosed is my check or money order for___— 
| 

| 

| 

| 

| 








© Bill me at the end of 10 days 
My Name 





Firm 





Address 














Get extra 
mileage 
from your 
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with quality WEBSTER 
CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You’ll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultikKopy Durametric Carbon Papers 
Always send a ‘“‘Time-Saver’’ courtesy carbon copy 
F. S. Webster Company « 17 Amherst Street « Cambridge, Mass. 
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Ever Ready’s new Memo Pad 
— a companion piece to the 


Ever Ready desk calendar 


Here is a Memo Pad designed with 
the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 
able in four colors: Walnut, Grey, 
Mist Green or Desert Sand to com- 
pliment any desk top or match 
other desk accessories; and two 
pad sizes; 3°’ x 5’° and 4" x 6”. 


Order from your local stationer to- 
day. Or write us. We will be happy 
to forward your request to the 
progressive Ever Ready 
dealer nearest you. 






by the makers of 
... America’s foremost 
desk calendar 


EVER READY 
CALENDAR 


MANUFACTURING CO. 


150 
como € Y 
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MRS. 


gestions is pretty much a subconscious 


Continued from page 26 


accretion. The working wife who hates 
housework, yet works furiously to keep 
the furniture polished and the floors 
sparkling, is more than likely to be the 
daughter of a compulsively neat house- 
keeper. On the other hand. mama might 
have been the neighborood sloven and 
daughter is trying to make up for it by 
keeping her own standards excessively 
high. Then. too, this Mrs. Jobwife may 
be married to a man who had a mother 
who was obviously the world’s best 
housekeeper. He expects the same of his 
wife. And, perhaps, though it seems too 
simple considering the extremely vari- 
able Cleanliness Quotient in the homes 
of our friends and acquaintances, our 
overworked heroine may only be fond 
of a neat house. 

Lest you think we have exagerrated 
the unconsciousness of the motivations 
related to housework, try to explain why 
fatigue is the number one complaint of 
the American housewife. In a_ survey 
released July 28 of this year by the De- 
partment of Commerce, we learn that 62 
per cent of homes possess automatic or 
semiautomatic washers, that one in ten 
have dryers, that one in six have freez- 
ers. And. if the figures were available. 
we're sure that a far higher percentage 
of ownership would be shown for vacuum 
cleaners and sweepers. If the stay-at- 
home housewife, with all her cleaning 
aids, suffers most from fatigue, what 
about the housewife with a job? 

In our last year’s survey of working 
wives, we found a startling similarity of 
feeling about housework and its prob- 
lems, regardless of income group, age, 
number of children and kindred circum- 
stances. Almost 97 per cent considered 
themselves good housekeepers. some jus- 
tifying their “immodesty” by citing their 
husband’s satisfaction. Yet when we 
asked if the housework was enjoyed, an- 
swers were about equally divided be- 
tween yes and no. About 65 per cent of 
our respondents had hired outside help, 
mostly for general housework, ironing 
and heavy cleaning—in that order. And 
almost every one of our jobwives or- 
ganized her housework around the job. 
though the majority admitted that the 
organization was not of the highest quali- 
ty. It was also evident in most question- 
naires that housework and home care 
constituted a high priority conflict area, 
within the woman herself and between 
the woman and her family. 

In listing and discussing the several 
factors that caused most irritation, we 





AIR FRANCE 
TRAVEL ADVISOR 


Le peak de chic 
for only $389.60" 


If you’ve a taste for traveling in style, 
now’s the time to assert your womanly 
prerogatives...and allow yourself to 
be utterly pampered on an Air France 
low-fare Economy flight. 

Just look at all your low-fare ticket 
entitles you to: Your seat is reserved. 
You choose it before boarding the 
plane. And a lovely hostess (your lady- 
in-waiting) shows you to it...and helps 
you with your coat. 

But this is only the beginning of 
your début into a new air-borne world 
of grace and elegance. From now on 
your English-speaking crew will heed, 
and even anticipate, your every wish. 
And you are assured a smooth ride by 
6-million-mile experienced pilots. 

The food—gloriously French, of 
course...cooked to a gourmet’s taste. 
And why not toast the wonderful 
times to come with fine French vin- 
tage wines. Imagine! Only 25¢ a bot- 
tle! 70¢ for champagne! 

Can this really be Economy Class? 
you will ask yourself. Can this really 
be you stepping off your Boeing 707 
Intercontinental Jet in Paris just 7 
hours after leaving New York? It is 
you, but a new you, relaxed, refreshed 





‘and ready for the gay holiday that 


lies ahead. 

May I give your holiday a “lift” 
with some helpful hints? Send for my 
booklets, “Very Important Pointers 
for International Travel” and “YOU 
IN PARIS—What Every Woman 
Wants to Know.” I'd also be happy to 
send you the latest news about our 
Jet-Away Holidays. Just check the 
coupon below. If you have a special 
question, come in, call or write to me. 
I'll see that you get prompt attention. 

*17-Day Economy Excursion Fare 
only $389.60 round trip from New 
York non-stop to Paris, effective 
October 1 through March 31. 


AIR: FRANCE JET 


—-— — 


Miss Colette d’Orsay, AIR FRANCE 

683 Fifth Avenue, New York 22, New York 

Please send me: 

(] V.1.P. for International Travel 

[] “YOU IN PARIS—What Every Woman 
Wants to Know” 

(] Jet-Away Holidays 


Name : . | 





Address 
City 
State 
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would hope to reassure those who believe 
that housework problems are unique and 
to assist many of you in identifying your 
own trouble spots. (In a moment we'll 
get to coping with them.) 

Chief complaint can only be inferred 
from other evidence in the questionnaire. 
A preponderance of working wives live 
in private homes, ranging from the near 
suburbs to the deep country. Often their 
jobs make them exceptions to the com- 
munity rule. Yet a lack of reasonable- 
ness and flexibility, a fierce pride in not 
being found wanting by critical neigh- 
bors, forces many a jobwife to keep up 
homemaking standards that equal and 
often surpass those of her stay-at-home 
friends. And, in attempting to get the 


best of two worlds, our jobwife often 
ends up with the worst... and migraine 
in the bargain. 

Related to the above problem is the 
complaint about lack of help from the 
working wife’s husband. Our survey 
ladies were extremely articulate on this 
point, not only on the subject of aid they 
didn’t receive but on exactly what sort 
of help they wanted. It seems that a 
great majority of husbands. wonderful as 
they might be on other levels, were self- 
centered, shiftless, indifferent beasts 
where housework was concerned. The 
vist of most complaints went something 
like this: “We both work the same num- 
ber of hours in an office, so I don't see 
why he can’t give me a little help with 





You're seeing a miracle 


Wt5 





Smathers is smiling! 
“Erase Without a Trace’’® with A.W.Faber’s 


GRASER ST7IK 





The original pencil shaped grey eraser 
— always the best point for erasing. 


Is it fair to call your superior an “old grouch” because he 
refuses to sign letters with erasures that show ghosts and 


sloppy strikeovers? 


But now Smathers is all smiles. 
covered ERASERSTIK. She has just handed him a crisp, spark- 
ling letter he is proud to sign. With ERASERSTIK she was 
able to erase without a trace. It lets you get into tight places 
to remove one letter without blurring the whole word. 


ERASERSTIK will open the door to typing perfection for you. 
Sharpens to the point you prefer—blunt, medium or slender. 
ERASERSTIK with brush, 20¢——at good stationers everywhere. 


SAPHIR BRASS HAND SHARPENER =# 4035 


works like magic. Gives you the correct 

point on your ERASERSTIK—then 

stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 


A.W.Faber-Castell 
Pencil Co., Inc., Newark 3, N. J. 
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my housework. After all, by working I’m 
doing part of his job.” 

This sounds quite fair and logical, 
until we examine the statement more 
closely. The bitterest complaints come 
from women who are contributing at 
least half if not more of family income. 
Though they may enjoy their jobs, their 
upbringing may have led them to expect 
more comforts and protection of mar- 
riage—and in this they have become dis- 
illusioned. The same complaint also 
comes from women who make unrealistic 
... and others. 
But the men must not be completely 


demands on themselves 


exonerated. Very soon after marriage. 
the most tightly shut eyes must open. If 
weve married one of those men who 
firmly believe in strict division of labor 
according to sex, that’s all there is to it. 
The fact that his wife may also have an 
outside job will have very little influ- 
ence on his attitudes, and the woman 
who keeps beating her head against this 
kind of stone wall will soon have a 
bruised head. At least this kind of hus- 
band is fairly easy to understand. But 
there’s another kind of husband who 
ostensibly approves of his wife working. 
then takes out his resentment of the fact 
by making excessive home demands... 
shirts ironed such and such a way... 
dinner at exactly 6:43... absolutely no 
cleaning while he’s in the house, ete. If, 
in addition, he’s prone to talk about 
women’s work, his wife is justified in- 
deed if housework makes her unhappy 
but unjustified if she allows the situa- 
tion to continue. 

Finally there are the simpler com- 
plaints . . . boredom, plain and fancy, 
monumental inexperience or ineptness. 
simple distaste for a few specific jobs. 

According to an article in Changing 
Times of March, 1961, the basic chores 
in the home .. . meal preparation, dish- 
washing, child care (only direct physical 
attention), routine housecleaning, clothes 
washing and ironing . . . take an estimat- 
ed average total of 47 hours and 50 min- 
utes a week—not, of course, counting 
your outside job. Now, while some job- 
wives admittedly use certain household 
chores as occupational therapy or action- 
relief from office sedentariness, we don't 
think we’re in the minority when we 
suggest that most household jobs are 
monotonous and relatively unpleasant. 
Sure, we've all scrubbed a floor or ironed 
a load of wash with a fierce joy of ac- 
complishment, as happy escape from 
something more distasteful, but on the 
whole housework is something that sim- 
ply has to be done. And, when an out- 
side job is added, to be done as quickly, 
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painlessly and efficiently as possible. The 
trick is in knowing what you want done. 
who's going to do it, what kind of fam- 
ily you're dealing with and what the 
costs are likely to be, physically and 
emotionally. 

Hiring a maid or housekeeper may be 
far from the best solution. Doing the 
whole job yourself, even if you have the 
energy and time, is possible but not ree- 
ommended. If you have the sort of fam- 
ily that doesn’t mind a certain amount 
of clutter and pitches in for a weekly 
cleanup, this is fine . . . but rare. How- 
ever, if you alone must cope with house- 
hold tasks, the responsibility and the 
work load can be measurably eased in 
two uncomplicated ways. First. keep the 
cream of the jobs for yourself. If you 
enjoy cooking, can stand dishwashing 
and don’t mind throwing a load in the 
washer, by all means clear you con- 
science if a part-time maid can take over 
vour particular “hate”... be it floors 
and walls, ironing or even that monthly 
cleanup that puts you on an even keel 
for the weeks ahead. Secondly, learn 
how to keep your housekeeping stand- 
ards realistic. Not that you have to turn 
your whole world into plastics, man- 
made fibers and instant frozens. but con- 
tinuing to obey those inner commands 
based on mama’s rules for gracious liv- 
ing is as pointless as it’s wearing. 

What it 


common sense. The ability to make a 


boils down to actually is 


decision . for example, taking your 
job, or changing it for a better one, buy- 
ing a house or a car. need not be 
fraught with emotion. Each day, as a job- 
wife, you handle many unpleasant office 
routines as a matter of course, under- 
standing that they must be done and 
feeling a great sense of achievement 
when you discover a way of getting them 
done better or more quickly. Housework 
can yield to the same reasonable ap- 
proach—the right equipment, a flexible 
hut orderly schedule, no time or energy 
wasted on useless, tension-producing 
protest. 

We are always amused—but not very 
-by that classic husbandly remark 
about what would happen if “I ran my 
office the way you run the house.” The 
jobwife is in an excellent position to 
judge the truth of that remark. What it 
amounts to is that no office will put up 
with uneconomical, inefficient operation, 


whereas many a housewife makes do 


“ee 4 


with “as is” appliances, inadequate stor- 
ige and many more abuses in her home 
environment ... an area that is certain- 
ly more susceptible to mess and crisis 


than an office. In fact, there’s nothing 
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more conducive to the acquisition of 
good equipment. better wiring and quick- 
er draining sinks than letting a husband 
loose during housecleaning. 

What we're trying to prove is that the 
jobwife can certainly be expected to 
bring many of her office-won skills to the 
aid of her household chores. The enjoy- 
ment she derives from working, and the 
pleasures and satisfaction she gets from 
other aspects of home care, should pro- 
vide at least minimum impetus for her 
housewifely tasks. We're inclined to be- 
lieve that where housework is a severe 
problem. it is only a warning symbol... 
or should be ... that more serious prob- 
lems exist either in the marriage or in 
the family as a whole. 


And if home economics needs a_phi- 
losophy to back up its activities, we 
think it’s been found. At least four dif- 
ferent harried 


Kahlil 


Gibran quote, “Work is love made visi- 


articles on advice to 


housewives were tagged by a 


ble.” That many of the articles went on 


to suggest memorizing poetry while 
thinking about finishing 


one small job at a time instead of facing 


vacuuming or 


“housecleaning” as a whole detracts 
nothing from the initial sense of Gib- 
ran’s idea. Our homes are still the only 
places where modern women can work 
for love and not money. It’s an extra we 
should be loath to give up... for our 
own sakes, as well as for the good of 


our families. 
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Capable, good-natured, 
nobody’s “yes” girl, she’s a joy 
in every office. That’s why her 
opinions are respected. 
Naturally, she commands a very 
respectable salary. 


This girl is an enthusiastic 
STENOSTIK user. When salesmen 
try to sell her “just-as-good” 
ball pens, she asks: “Is it 
feather-light and beautifully 
balanced like STENOSTIK? Does 
it start fast, flow smoothly 
without skips or clots? Does it 
have a long-tapered grip to 
comfort tired fingers? Can you 
match STENOSTIK’s quality 
for 39¢, 3 for $1?” 


She wasn’t born yesterday. 
That’s why she is loyal to 
STENOSTIK with its full-length 
cartridge ink supply in blue, 
black, red or green. Join the 
STENOSTIK Club of Superior 
Secretaries today. 


AW Faser STENOSTIK The Ball Pen for Shorthand Yer 
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Exclusive “Keyboard” design makes 
for simple filing and finding. Every- 
thing’s at your fingertips . . . no 
nerve-wracking searching. File 
clerks can handle twice the work in 
half the time. 


See Pendaflex automation-age filing 
folders at your office-supply dealer. 
Or, better yet, mail the coupon 
below for a free sample. 
Oxford Filing Supply Co., Inc. 
Garden City, New York 
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interested in “conditioning young people 
to express themselves” when he sees in 
his classes how difficult it is for grown 
persons to give their imaginations sway. 
submit their efforts to the entire group 
for criticism. If you went and told Mr. 
D’Amico you were afraid to draw some- 
thing because you might make a mistake, 
he'd say, “Failure is part of the enjoy- 
ment of art—profit from it.” 

The institute. which has assumed re- 
the museum's school 
(the People’s Art Center), furthers Mr. 
D’Amico’s 


teaching materials for schools and for 


sponsibility for 


dream of developing new 
home use by parents and of setting up 
an exchange program for foreign stu- 
dents and teachers. 

Mr. D’Amico designed a Children’s 
Carnival of Modern Art to familiarize 
young people with the field. It's shown 
at the (at the 
Christmas season) every year and has 
been the most talked-about activity of 
the Department of Education. The carni- 
val has traveled to Barcelona. Milan and. 
in 1958, the Brussel’s World's Fair. The 
Institute of Modern Art hopes to con- 
struct another carnival on a permanent 


museum for six weeks 


world-traveling scale. 

“But what about me?” you interject. 
“Maybe it would be fun to dabble in 
art but I have no talent, no real taste. 
And what’s all this fuss about ‘modern 
art—I don’t understand it.” 

To you, Mr. D'Amico would protest 
first: “We operate on the principle that 
everyone has an ability to create, but 
he shouldn't be a copier. Find out what's 
right for you.” 

True, he says. no outstanding modern 
art is really traditional. The reason for 
the 


whole world, the general rather than the 


abstraction is todays interest in 
specific. The artist responds to events 
first. concerned as he is with new trends. 
“The artist is the explorer: the practical 
person adapts the artist's work.” 

How to interpret what's being done 
in art today? 

“We should accept modern art in the 
same way we accept scientific change. 
Look for the essentials—color. form, de- 
sign, structure, and then the image won't 
bother you. 

“Most paintings have an emotiona! 
impact: often you can catch a mood. The 
wonderful thing about a certain work of 
art is that it makes important this per- 
son’s impression or that person’ s—which 
is precisely the difference between art 
and a verbatim report. 

“When we talk art. 


about modern 
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we're discussing something not yet com- 
pleted. We can make judgments about 
the past because it’s a finished thing, 
but right now we’re in a great period of 
change. We don’t name one specific 
school, but I, for one, am particularly 
interested in the work of the younger 
people. 

“Resistance? Of course. It’s healthy 
for the public to question. This shows 
interest: and there is nothing worse than 
indifference. The tendency is always to 
resist new things. Then, before we know 
it, we are being influenced by new 
trends, making them part of our daily 
lives.” (Did you know that in 1871 
the picture “Arrangement in Grey and 
Black”—we call it “Whistler’s Mother” 
—was considered to be dangerously 
“way out’?) 

Although dedicated to the latest in 
art forms—use of color and design to 
create a mood, often without a given 
image as a point of departure—Mr. 
D’Amico by no means lives in this cen- 
tury alone. All art, he feels, is im- 
portant to its time. For example, “the 
experience of Renaissance art viewed 
in its Italian setting is tremendous.” 

Where does Victor D’Amico get his 
democracy of taste and talent? Well. you 
see, he’s a man who's “been around” 
—in this country. down Mexico way, in 
prep schools, colleges and summer work- 
shops, with children and adults, theater 
people and veterans. Television has 
claimed his talents, too, because in 1952 
and 1953 he produced the successful 
iwenty-four-program series “Through the 
Enchanted Gate” to stimulate art activi- 
ty among parents and children at home. 

He’s lectured east and west, written 
articles for magazines, including The 
New York Times Magazine, House Beau- 
tiful, Family Circle and Childhood Edu- 
cation, as well as the ones specifically 
devoted to art: Theater Art Monthly, 
Art Digest, Design and Art Education 
Today. Titles of his books range from 
Theatre Art to Art for the Family to 
How to Make Modern Jewelry. 

In everything he does he stretches the 
branches of art to shelter the young and 
the old, the sure and the hesitant—all 
who hold a love of beauty in their hearts. 
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to keep posted and read all the bulletins 
that explain what’s being done, not only 
in Mr. D’Amico’s office but throughout 
the museum. In this job you have to pay 
close attention to facts.” 

This secretary's key position reaches 
into all facets of the museum but, far 
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DOES YOUR BOSS 
REALLY CARE? 


Thousands do! They are showing that 
they appreciate their secretaries by giving 
them a most welcome and truly practical 
gift: a subscription to the Prentice-Hall 
BETTER SECRETARIES SERIES. 

If your boss isn’t aware of this unique 
program, why not tell him about it? 
Here’s how it works: 


Every month we send to the secretary a 
highly instructive 48-page booklet on one 
vital phase of her job—tips on telephone 
conversation and manners handling 
office callers writing business letters 

making travel reservations . . . and 
many others. 


As a subscriber you receive, once a month, 
practical ideas and suggestions that will 
help you become the kind of secretary the 
boss will do anything for (or almost any- 
thing) to keep happy. For example: 

¢ How to Write a Good Letter 

e The Art of Business Conversation 

¢ How to be an Office “Travel Agent” 


¢ Tough Typing Assignments Made 
Easy 


e Short Cuts in Business Math 
e Solving Everyday Grammar Problems 


e Litthke Things That Count—Punctua- 
tion, Spelling, etc. 
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© Better Personal Relations in the Office 
© Business Etiquette for the Secretary 


and as a change of pace, booklets 
which concern you as a woman: How 
to Cook on Budgeted Time and 
Money, Secrets of Dress and Groom- 
ing for Secretaries, etc. 


The BETTER SECRETAR- 
IES SERIES costs only $2 a 
month—only $24 for the full 
year's even 
this modest cost is TAX DE. 
DUCTIBLE. Act promptly 
and we'll send you, as a 
FREE BONUS, our 48-page 
guide on “How to Use the 
Telephone Effectively.”” Mail 
the coupon today! 
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From Your Own Favorite 
Photo, Snapshot or Negative 


25 «1 
or GO ror $2 
plus 25¢ shipping 


Friendship Photos’ excitingly new different Shadowbox 

Prints with deep sunk embossing and softly rounded 

corners add subtle glamour to that treasured snapshot. 

Prints are wallet size 244" x 3%". Satisfaction guar- 

anteed. Order today. 

EXTRA BONUS — FREE WITH EACH $2 ORDER 
4” x 6” Princess Portrait enlargement. 
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BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 
every model. All sharpeners EZ 
are guaranteed for 1 year. 


C. HOWARD HUNT PEN CO., CAMDEN 1, N.J. 
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ERASER 
DESK SET 


(Executives Will Want It... 
Naturally!) 


For Erasing PENCIL, INK, 
BALL POINT, TYPEWRITING 


WELDON ROBERTS No. 800 JET TRIO, attrac- 
tive, convenient, versatile. Con- 
tains one each of 3 luxury-tex- 
ture rubber eraser sticks, each 
over 4%,” long, for erasing al- 
most any writing. Each in at- 
tractive, individual, transparent 
















plastic holder with pocket clip. j r 
Convenient size and shape. wt?! 
av 
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22; 
No. 825 JET ERASER. 
With fine red rubber stick, © 
for pencil erasing and 8] 
cleaning. /00 


No. 827 JET ERASER. 


With business-like gray rub- 
ber stick, for erasing ink, 
typewriting, business ma- 
chine writing. 
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BALL POINT JET. 
Special ‘Ball Point’ for- 
mula green rubber, for 
ball point erasing. 
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gadget. we 


Plus 3 refills, 
one for each texture. 


Set in smart, transparent 
plastic case only 434” x 2” 
x 4”. Exceptional for time- 
saving desk duty. Fits con- 
veniently in pocket or brief 
case. An excellent, inex- 
pensive gift. 

ONLY $1.00 EACH, POST- 

PAID. Use the coupon. 
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from being daunted, Barbara will tell 
you. “I like the challenge 
versatility. This job, I think, 
more adaptability than most.” 

On the practical side, there’s Dicta- 
phone work and the highly skilled tak- 
ing of minutes for museum corpora- 





and the 
calls for 


tion meetings. And screening people. 
“Barbara’s quite a strategist.” says Mr. 
D’ Amico. “She’s between the public and 
me. Talking to people requires a great 
deal of tact.” Barbara’s opinion: “I 
think any good secretary learns that 
eventually.” 

Then, of course, there’s the plumbing. 
While Mr. D’Amico was involved in the 
legal progressions of a new Long Island 
art center, Barbara was typing plumbing 
fixture estimates for the building. All 
this stemming from a business course 
and Gregg shorthand! 

If versatility is a requirement for 
being secretary to Victor D°Amico, 
Barbara Douglas is a natural. Her “alive- 
after-five’” existence is simply crammed 
full of the stuff. Addicted to all art 
media, she loves the theater and ballet 
and gets to as many performances as 
she can. She writes on her own, too— 
reams of things—and this takes a lot 
of stick-to-it-iveness, as anyone who has 
tried wili tell you. 

But she doesn’t only use her head. 
She works with her hands as well, in- 
dulging in some hobbies that are un- 
“IT do petit 
point and also crewelwork, which is one 


usual by today’s standards. 


of the most ancient forms of embroi- 
dery.” 

When it comes to painting and sculp- 
ture, Barbara considers herself the ideal 
viewer. Although she doesn’t consider 
herself an authority on the various 
schools, she leans toward French Im- 
“T’d like to find out about 
it all. The others in the office are well- 


pressionism. 


versed and I learn from them 

Barbara Douglas, slim and_ dark- 
haired, has the look of an artistic per- 
son. She speaks knowledgeably about 

And she lives most willingly in its 
world from nine to five. She’s certainly 
one of the few lucky ones who find that 
the time they have for art affords a 
livelihood. 

A lucky person, because her apprecia- 
tion of the medium rings sincere. Some- 
day she, too, may become famous in the 
field. But perhaps that’s not important. 
What is vital is the fact that she’s aware 
of what’s going on in that whole world 
contained within the museum’s galleries. 
Through her own contributions, she 





touches—however lightly—all spokes in 


the global wheel. 
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Here in one authoritative reference vol- 
ume is the story of the starring role played 
by the American Secretary over the past 
six decades. Through special feature arti- 
cles the reader will learn about the inven- 
tion and development of shorthand and the 
typewriter; the transformation in the atti- 
tude of the public and her all-important 
boss: the improvements in her pay, sur- 
roundings, vacations, and other privileges; 
and the many changes in her training, her 
ofice equipment, and communication. 
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THINK 


Continued from page 21 


tney can strengthen their natural interests 
and solve their difficulties and differ- 
ences? Or is there constant rivalry and 
friction . . . a lack of co-operation and 
mutual respect? 

It doesn’t matter where the problem 
may be. Your personal objective should 
he to spend some time and effort in try- 
ing to find a solution that can be pre- 
sented to your employer, or to the proper 
authorities through the company sugges- 
tion plan. 


How should you begin? 


We already know that your very first 
step is to recognize the problem that is 
causing trouble for you personally or the 
company collectively. Next... 

e Try to reduce the entire problem to 
writing in A, B, C form. 

@ Set down all the facts you know, 
pro and con. 

@ Do some concentrated study—read 
in the company library, check your de- 
partment files, “bone up” on company 
policy and procedures, check trade and 
husiness magazines. 

®@ Question others who may be able to 
shed some light on your problem or may 
have solved similar ones. 

@ Set aside some special time to think 
—on the way to and from work, during 
coffee break, at bedtime when you can 
relax. 

@ Jot down notes whenever a new idea 
strikes you. 

e If the solution won’t come, put the 
entire project aside for a few days— 
“sleep on it.” 

@ Set a definite deadline when your 
subconscious will have to come up with 
an answer. 

@ Decide beforehand that you will not 
discard any “way out” ideas that may 
pop into your head. Put them all down, 
no matter how ridiculous they may seem. 
Often one wild idea will lead straight to 
a sensible one. 

e Sort, analyze and judge your ideas. 
Group them according to category to see 
if several will combine to produce a 
workable plan. Ask why, why not, when, 
where, how, what? 

@ Polish, refine and make your final 
report for your employer or the sugges- 
tion committee. Consider: Is it practical, 
simple, timely, inexpensive, in line with 
company policies? 

Keep your job constantly in mind. Use 
it as a yardstick against which to meas- 
ure what you read and observe. Adapting 
other people’s good ideas to your own 
particular situation is an excellent sign 


October, 1961 


| 


of an agile, flexible, imaginative ap- 
proach. 

Not all methods, 
however. In a human relations situation, 
the key question you ask may well be: 

In whose shoes can I put myself? My 
employer's? My co-workers’? Our clients’ 


problems concern 


ing with the look, feel, sound and fra- 
grance of word pictures . . . you may find 
yourself progressing from brainstorming 
about company policies, products and 
services to brainstorming 


pany ads and literature. 


about com- 


Anything can happen once you start 


|2300 WEST CORNELL STREET ©@ 


or customers ? flexing your mind. You are bound to 


How have other people handled simi- come up with some startling new con- 


lar difficult situations? Most libraries cepts, if you approach your office prob- 
have excellent books on personnel and lems in this creative manner. 
human relations problems. Practical Your name may appear on the bulletin 


Business Psychology by the Drs. Donald 
A. and Eleanor Laird (Gregg) may be 
an eye-opener for you. Consulting your 


board as one of the suggestion award 
winners . . . your boss may recommend 
a raise ... you may find yourself pro- 
moted ... but, without doubt, you will 
achieve the joy of creative thinking for 
its own sake. 


personal department may also help. 
If you enjoy playing with words... 


creating verbal images . . . experiment- 
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No. 21—A _ combination memoran- 
dum pad and appointment Calendar. 
Combines all features of other fine 
SUCCESS Calendars, plus far more 


eee PRICE: $325 
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mum writing space required by busy Executives and Secre- 
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No. 2,557,875 
PULL OUT Style 


MANIFOLD CARBON PAPER SETS 


Re | 
Available in Canada through aC Fe 


APSCO PRODUCTS, LTO., ADDRESS INQUIRIES TO DEPT. T 
Torente, Conede PORT HURON SULPHITE & PAPER CO. 


PORT HURON. MICHIGAN 
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BOUND VOLUMES AVAILABLE! 


Each year, Business Education World and Today's Secretary copies are bound 
with a heavy leather cover into one complete, easy-to-handle volume. Some 
back issues are still available. Check the listing below and send your order to 
Gregg Magazines, 330 W. 42nd Street, New York 56, New York. 


Today’s Secretary 


Vol. No. Available Price 
53 September 1950-June 1951 3 $5 
54 September 1951-June 1952 2 $5 
55 September 1952-June 1953 2 $5 
56 September 1953-June 1954 2 $5 
58 September 1955-June 1956 2 $5 
59 September 1956-June 1957 9 $5 
61 September 1958-June 1959 8 $5 
62 September 1959-June 1960 48 $6 
Business Education World 
Vol. No. Available Price 
32 September 1951-June 1952 2 $5 
33 September 1952-June 1953 1 $5 
34 September 1953-June 1954 3 $5 
35 September 1954-June 1955 | $5 
38 September 1957-June 1958 1 $5 
40 September 1959-June 1960 32 $6 
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NOW TODAY’S SECRETARY MAGAZINE can 
become an attractive permanent part of your 
business or home library. 

These famous Jesse Jones files, especially designed for 
TODAY’S SECRETARY, keep your copies orderly, read- 
ily accessible for future reference. Guard against soiling, 
tearing, wear, or misplacement of copies. Will keep 2 
years’ copies in perfect condition. No irritating wires to 
handle: allows any copy to be removed. 


These durable files come in a rich blue and gray Kivar 
cover that looks and feels like leather and with 16-carat 
gold lettering. 


Only $2.50 each, 3 for $7.00, 6 for $13.00. postpaid. 
Add $1.00 postage for orders outside U.S. Satisfaction 
unconditionally guaranteed or your money back. 





Jesse Jones Box Corporation, Dept. TS 
| P. 0. Box 5120 

| Philadelphia 41, Pennsylvania 

| Please send me, postpaid, ...... TODAY'S SECRETARY 
| ia ir MINI cect noccpevnamiccemansnan 

Name 

: Address.. 











SLEEP Continued from page 39 


a facial over the tub. It can also serve as an escape hatch 
from husband, children or family for at least thirty minutes. 
If you like. take a book in with you and read with “music 
to soak by”—but keep that radio far away from the water, 
please! 

@ One common cause of insomnia is simply an overactive 
brain. If you find yourself thinking twenty-four hours a day 
like a junior Albert Einstein, try spending the interval be- 
tween dinner and bedtime with a satisfying but soothing 
hobby—preferably one that is slightly dull. Let work wait 
until the morning. The office will still be there and so will 
you—if you get enough sleep. 

@ Once in bed, try consciously to relax your muscles 
one by one, starting at the toes and working upward. Yawn 
several times. It’s catching, even when you must catch it 
from yourself. If all else fails, stretch hard, again beginning 
at the toes. After a workout like this, your muscles should 
relax of their own accord. 

e Try telling yourself you really are very sleepy. You 
may believe it. 

e Try reading a book—but never an interesting one. 
For example, if you are a detective story fan, avoid the 
bedtime mystery. The point of this exercise is not to guess 
the identity of the villain by page 123. simply to fall asleep. 
A telephone directory or similar material would do very 
nicely. 

e If worries keep you awake, try thinking of something 
pleasant but dull. One example, itemize the face of your 
favorite screen or stage star feature by feature. Remember, 
the brain can usually hold only one train of thought at a 
time. 

e If you really have problems, see your doctor—but 
leave all the doctoring to him. No self-diagnosing or dosing, 
please. 

@ Remember, too, that everyone encounters a sleepless 
night or two or three now and then. Moreover, as long as 
you are resting flat on your back in bed for eight hours or 
so, you do benefit. Your heartbeat will slow down, your 
body will relax and the next morning should find you wide 
awake and ready for work—if you don’t worry unnecessarily 
about being awake the night before. 

To sum it all up, get enough sleep and, while we won't 
guarantee a Prince Charming, we will guarantee you'll be 
prettier and more pleasant than ever. 

And what man could resist that? 





PREJUDICE Continued from page 25 


Meanwhile. there are some things that can be done 
now to combat discrimination. Woman executives have 
suggested a number of ways to overcome it: 

@ Picture the women you know who hold executive 
jobs. In most cases, the successful ones are those who 
look and act like ladies. The beat-them-at-their-own- 
game type in mannish suits with boyish bobs and no 
make-up are rare. Why should management settle for 
an imitation man when it can get the real thing? 

® Recognize the flaws men pick in female employees 
and avoid them. Double your efforts to be dependable. 
Take care of your health to cut absenteeism; attend 
personal matters on your own time. 
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PROFITABLE FUND RAISING NOW 












Sell Fresh, Salted Nut 
Products in Beautifully 
Decorated Tins 


Here is your complete fund raising plan — 
proved successful — from Peanut Products 
Company. Everyone loves fresh, flavorful 
salted nut products in the handsome vacuum- 
packed tins. And your sale is a success 
because: 

@ SALE GUARANTEED. Return for credit 
in 30 days unsold full cases, freight 
prepaid by you. 

@e NO MONEY TO ADVANCE. 30 days to 
complete sale and remit. 

@ NO FREIGHT TO PAY. No freight to pay 


on orders of 200 lbs. or more. (15 Cases 
or more) 


@ NO BREAKAGE OR SPOILAGE. Vacuum 
packed in tins. 


Peanut Products 


DIVISION OF RAMO !NC 


! DES MOINES, IOWA ° INDIANAPOLIS, INDIANA ° CRANFORD, NEW JERSEY 
ccccccccceees USE THIS HANDY ORDER BLANK TO SPEED DELIVERY FROM OUR THREE PLANTS eeeesecceecees 






























































: 12 Tine te C mai. to: PEANUT PRODUCTS COMPANY $ 
: 140Z. PARTY MIX cue Set 0 $1, P DEPT. TS, BOX 1536 — DES MOINES 6, IOWA ; 
> PER CASE $8.40 ee ee ee : 
° PROFIT $3.60 PER CASE No. of Cases SHIP TO: Name ° 
: Address ° 
. City et a ee 4 
=f j SEN 4 
¢ 12 OZ. FANCY MIXED NUTS 12 Tins to Case ~~ a Er Aus ° 
* PER CASE $8.75 Sug. Selling Price $1 per tin > 
: : PROFIT $3.25 PER CASE [No.of Cases Address ——- § 
. City eg Ge ee et EE td 
: IN THE SPACE BELOW SPECIFY ONE PERSON TO WHOM WE CAN °¢ 
¢ 120Z. FANCY WHOLE CASHEWS 12 Tins to Case. de REFERENCE ONLY ° 
* PER CASE $8.75 Sug. Selling Price $1 per tin hue . 2 
4 PROFIT $3.25 PER CASE No. of Cases ae : 
° Position ° 
. Street Address ° 
* 15 Oz. Old Fashioned 12 Tins to Case. City and State . 
: : : : THE UNDERSIGNED AGREES TO BE RESPONSIBLE FOR THE AMOUNT ¢ 
: CANDY NUT CRUNCH Sug. Selling Price 90¢ per tin DUE ON ABOVE ORDER, AND WILL REMIT WITHIN 30 DAYS AFTER > 
* PER CASE $6.90 PROFIT $3.90 PER CASE [No.of Cases ORDER 1S RECEIVED. (THIS MUST BE SIGNED BY PERSON THAT $ 
° SHIPMENT 1S CHARGED TO) ° 
rs z e 
© TERMS________—s—=-—S———S—sSNet Cash 30 days from date of invoice. Signed > 
¢ FREIGHT PREPAID mee: you order a total of 200 Ibs. or more at a time. Organization Title__ 4 
° {1 ) 7 
3 DISCOUNT TERMS____1°s allowed if cash with order, or if remittance is received Street Address ° 
: witnin 15 days of invoice date. City and State : 
e WEST OF DENVER. _—s——SAdd:*106 per case. ° 
SHS SSSSSSSSSHSESSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSSESSSSESESSSSSSSESSSSSSSSSSSSSSSSSSESSSESSSSSSCSSSSSSOSESESCSESESESCESEEEEE 
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Avoid any display of temperament. 
Many men still consider women “too 
emotional” to promote. 

@ Speak up. Let your goals be known. 
Ask for a chance at the job you think 
you can handle, just as a good salesman 
must ask for the order. Explain what 
you have done to qualify for the oppor- 
tunity. 

@ Know your company’s objectives 
and seek ways to help achieve them. 
Use the suggestion system or other chan- 
nels. Back up your ideas with estimates 
of the cost and the benefits. Manage- 
ment takes an interest in those who show 


an interest. 


@ Cultivate a cheerful disposition. 
The woman who is comfortable to have 
around will be sought after. If men find 
her easy to deal with, they won't resent 
her or exclude her from the management 
circle. 

@ Help the women who are managers. 
The girl who “wouldn't think of working 
for a woman” is cutting the ground out 
from under her. If you expect men to 
forget their prejudice against women in 
business, overcome your own. 

@ Don’t knock your head against a 
brick wall. When company policy won't 
allow a woman to be promoted, look 


elsewhere. Find a place where ability 





Secretary 
approved * 


for faster 
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: filing, finding 






arti -Swing, 


hanging folders by Globe-Wernicke 


Greatest thing since the typewriter! Verti-Swing hanging 

folders fit any filing system, automatically form a pocket that 
remains open while you're filing or finding and prevent papers from 
slumping or sagging. Movable folder tabs, always on an even level, 
are located at a glance. Verti-Swing hanging folders slide easily on 


a sturdy steel frame adaptable to any standard filing drawer. Available 
in legal and letter size, with 1/5 or 1/3 tab cut. 


“See your G/W dealer, listed in 
Yellow Pages under “Office 
Furniture”’ for complete line of 
“Secretary Approved” filing 
supplies, or write us 
direct, Dept. 1-10. 
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GLOBE-WERNICKE 


® 





‘THE GLOBE-WERNICKE CO. 
NORWOOD, CINCINNATI 12, OHIO 





counts more than the color of your 
bootees. If you don’t have the nerve to 
change jobs, you may not have what it 
takes to be a boss. 

@ Study the supervisory jobs usually 
given to women. It’s easier to reach the 
top after you have shown your ability to 
manage a small department than to 
make one big jump. If womanly charm 
counts, develop yours. There are jobs in 
which being a woman is an advantage. 

@ Make all the friends you can. Un- 
less you get along well with co-workers, 
youll have trouble being a follower, 
much less a leader. 

@ Serve your boss to the best of your 
ability. Learn everything you can from 
him. Enlist his aid. Most women exec- 
utives will tell you that their bosses 
were their biggest boosters. Your boss’ 
vote of confidence and his backing carry 
weight. If you succeed. he'll be prouder 
than you are. 

Above all, don’t hobble along using 
prejudice as a crutch. Accept discrimi- 
nation against women as a challenge to 
your ability to think creatively. 





HUMAN Continued from page 15 
lunch to celebrate. I enjoyed the long 
lunch periods and, since management had 
given me carte blanche, returning to work 
late didn’t bother me. 

“My new job seemed lighter than my 
secretarial duties. [| could work without 
interruption: | didn't have to receive call- 
ers or keep them occupied until the boss 
could see them. When my work was fin- 
ished, | could leave early—so I did when- 
ever | had a meeting or a dinner date. 
After punching a time clock and scurry- 
ing back from lunch on the dot for so 
many years, this new liberty made me 
feel as if I had really arrived. 

“But as I got deeper into the new work 
and began to see all the things that should 
be done, | woke up. I could go on using 
the office as a place to roost when nothing 
more exciting was going on—or I could 
buckle down and really do a job. 

“The freedom to come and go as I 
pleased was a status symbol but, fortu- 
nately, I didn’t become addicted to it. | 
shifted back to my former pattern of 
punctuality—which I now realized had 
played a part in my being promoted. 
There was plenty to do, and I also found 
time to study various angles of the new 
job that hadn’t occurred to me at first. 

“My relations with co-workers im- 
proved, too. They no longer had any rea- 
son to resent my promotion when I ob- 
served the same hours they did. The taste 
of freedom was fine, but I wouldn’t rec- 
ommend it for a steady diet.” 
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SOMETHING DIFFERENT. A_ Sweater- 
swing. New nylon net swing allows the 
air to circulate freely and insure drying 
of sweaters to perfect size and shape. 
Good for drying hose, baby clothes, any 
knit wear. Folds flat, too. Only $2.98 


from Howard Sales Co., Dept. TS, 1650 
New Hyde Park, N. Y. 


Belmont Ave., 





FOR YOUR COFFEE BREAK. The ceramic 
set called Sip-N-Smoke includes ash 
tray and coffee mug. If you don’t smoke, 
use the tray as a plate for morning 
muffins. Only $1.59, four for $5: ppd. 
From Terry Roberts, Dept. TS, 340 E. 
57 St., New York, N. Y. 








— Carine, s 


ed 


PERSONALIZED STENO PEN. For secre- 
taries or business students: specially 
made for fine writing and shorthand. 
And, on each pen, your name or anything 
else you want inscribed—up to forty 
letters. Easy-to-hold slim wood casing. 
Four for $1; twelve for $3: ppd. in U. S. 
One or assorted colors (blue, red, green, 
black). Gardner Stamp Co., Dept. TS, 
166 S. Washington St., Wilkes-Barre, Pa. 
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BRACELET WITH SILHOUETTES 


A gift every mother will love. Beautiful 
bracelet with I8K gold plate silhouette 
faces with engraved first name and birth- 
date of child. Choice of Boy, Girl, pony- 
tail or crewcut teenager. We pay postage. 
Bracelet with one charm—$2.20. Other 
charms—$1.10 each. Adriane, Inc., 1-908 
Finch Merchandise Mart, St. Paul 1, Min- 


nesota. 

















GOLD 
DISCOVERED 
IN 
CALIFORNIA! 


2 diff. Label 
orders for 
ONLY $1.00 


The best value since the days of the 49ers! 
You get 200 lovely gold labels with your Name 4 
iddress PLUS 200 beautiful golden Monogram Labels 

—a total of 400 SATINGOLD Labels for only $1.00. 
Two different labels for the price of one, gives you a 
combination of Name Labels-and-Monogram Labels 
Both labels printed on quality SATINGOLD paper. 
Turn your dollar into 400 “‘pieces of Gold’’ by rushing 
your copy with $1.00 today! REGAL LABELS, Dept. 
10T, Box 509, Culver City, California. 


WALLET py fe) 
PHOTOS PLUS 25¢ 


HANDLING 





60 for $2.00 plus 25¢ handling. 


MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 








FREE Beautiful . he X iad 
PORTRAIT ENLARGEMENT 


with each order 
Famous Roy Wallet photos, finest 
silk, double-weight paper. 21.” x 
31%.”.Send picture or negative with 
your order, Satisfaction guaranteed. 


ROY PHOTO SERVICE 


Dept. G10, GPO Box 644, N. Y. 1, N. Y. 
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prove your spelling, acquire real writing skill, learn 
FP) the “secrets’’ of fluent conversation. Hundreds of 
men and women have become effective speakers, 
writers, and conversationalists—without going back 
to school—by using the CAREER INSTITUTE METHOD. 
Costs little. Takes only 15 minutes a day at home. 32-page 
booklet mailed FREE upon request. Send card or letter NOW! 
Career Institute, Dept. E-14510, 30 E. Adams, Chicago 3 


» STOP MAKING MISTAKES IN 
ESrNGaLlLiskt 


ee With the new CAREER INSTITUTE METHOD 
you can stop making mistakes in English, 
‘O) up your vocabulary, 


speed up your reading, im- 


build 











SAVE TYPING TIME 
— FLICK A LINE 


Always Accurate 
Always Fast 


Inclined panel 8%, x 14. 
Slotted base with pencil 
groove and book ledge. 
Buy it from your sta- 
tioner. 


$ 7.95 prepaid 
FREE FOLDER 


Franklin 
116'/2 North 4th Street, Louisville, Kentucky 











3 LITTLE FISHES MAKE 
Iown sATOn . 

AN EXCITING ENSEMBLE! 
Want to go fishing for compliments? Simple! Just 
pin this unusually attractive cluster of fish on your- 
self—and you're all set! Up-to-the-minute fashion 
is showing such groupings everywhere. Please 
: yourself with a choice of metals: For the set of 3 
Fishes, Copper @ $5.00; Silver Plate @ $5.50; 
Genuine Gold Plate @ $6.00. Fishes have secure 
pin back and are shipped postpaid. Order several 
@ sets as gifts. Indicate choice of metal and send 
remittance to 


REGENT ASSOCIATES, Dept. D 
> 516 Fifth Ave., New York 36, N. Y. 





www 


4 





























MARGIN AID! The automatic margin 
om e balancer, title-locator, 
column-planner, booklet-marginator, margin-justifier. 
5 featherweight plastie rulers—20 different scales 
attach to paper or stencil. Posteard, 844, 11, 14, 17 
Z. 4 columns) $6.00 Everyone writing of 
Marg rin- ‘Nia desirability, $1 refund. State type size, 
carriage center numeral (to benefit from newly added 
feature). STATISTIC “TELASPACER'’ CHART to 
foretell spacing between columns, $ 10-day trial on 
both items 


Margin-Aid, 120'/2 So. Stoneman Ave., Alhambra, Calif. 




















Pp ! s 
P' Cc e 
Tested, racti al, inex ensiv tem 


and effort in 
o save time 
dosh ly work. Many — 
Seilable at your local station 
avai , 


FRANKLIN-MONROE CO. 
Dept. 104, 1023 Joseph Ave., ROCHESTER 21, N. Y. 
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MAGIC TURBAN 


Keeps “‘Hair-do” 
Beauty Shop Fresh 


—* 





Yes, with this new Magic Turban your ‘“‘hair-do”’ 
remains beauty shop fresh. No need to sleep on 
uncomfortable curlers. Electronically lanolized so 
it stays in place. Adheres to itself too without 
fasteners of any kind. Fine for wear while riding 
or outdoor —. Assorted colors. Washable. 
Order No 92. 


Only $1. 00: Three for $2.95 Postpaid. 


Send for FREE gift catalog of unusual items. 


DOWNS & CO., Dept. 8410A 


1014 Davis St., Evanston, Ill. 



















Everything for the Wedding & oe 
Invitations @ Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 

ELAINE CREATIONS 

Box 824 Dept. E-421 
Chicago 42, Ili. 





SEMI-PRECIOUS GEM STONE RING 


You'll never stop thrilling to the fiery loveliness of 
these semi-precious gems held in secure embrace by 
the gleaming mounting with its adjustable feature 
(ring fits any finger!). Each gem has been mined 
from the depths of the earth, left in its odd-shaped 
contour, and lovingly polished to just the right de- 
gree to reveal the fascinating texture characteristic 
of each stone. No two rings are alike, and each is 
individually hand-made. Your choice of Silver- or 
Gold-finish and of gem colors: JADE GREEN; MESA 
PURPLE; TURQUOISE; PINK. Prices include Fed. tax, 
postage: $3.00 each; two for $5.50; three for 
$8.00. Order several today. Money-back guarantee. 


REGENT ASSOCIATES, Dept. C 
516 Fifth Ave., New York 36, N.Y. 




















banat Seems Seaton Markers 
Permanent, 
heavy plate of solid brass, 7” x 1”. Engraving is black 
filled. Door style has special stick-on backing; sticks on 


distinctive beauty—any name engraved in 
” 


any clean surface. Desk style has solid walnut base 842” 
x 2”. Any wording up to 20 letters, numbers per line; 
choice of 1 or 2 lines. Perfect gift for Christmas! Shipped 
within 48 hrs. Satisfaction guaranteed or money back. 
Door style $2.95 ppd.; desk style $3.95 ppd. Spear En- 
gineering Co., 660-D Spear Bidg., Colorado Springs, Colo. 








GLAMOUR HEELS 


Enhances appearance of your 

feet. Prevents frayed, split 

heels. Ends costly heel re- \ 
pairs. Rugged plastic tabs 

slip easily over heel, stay 

tight without adhesive. Priced 

4 pair $1. Special tintro- 
ductory Offer: 1 pair each 

of 7 sizes, $1, All same x 
color, Transparent or Black. 
Heel chart with each order. — “es 


TREASURECRAFT, P. 0. Box 2296, Dept. 17A, Carmel, Calif. 

















Mrs. Douglas J. Baldwin 
1926 Apple Valley Road 
Rockland, Connecticut’ 





500 =: LABELS = 25° 


500 gummed economy labels printed in black with 
ANY name and address, 25¢ per set! In two-tone 
plastic gift box, 35¢ per set. 5-day service. 

DE LUXE GOLD-STRIPE LABELS—500 FOR 50¢ 
Superior quality paper with rich-looking gold trim, 
printed with ANY name and address in black. Thought- 
ful, personal gift; perfect for your own use. Set of 500, 
50¢. In two-tone plastic box, 60¢. 48-hour service. 


Walter Drake 4710 Drake Bldg. 


Colorado Springs 12° Colo. 





Run a spare-time Greeting 
Card and Gift Shop at home 


Show friends samples of our new 1961 Christ- 
mas and All Occasion Greeting Cards and Gifts 
Take their orders and earn to 100° profit. No 
experience necessary. Costs nothing to try 
Write today for samples on approval 
REGAL GREETINGS, DEPT. 153, FERNDALE, MICH. 
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PRINTED SHEETS 
AND ENVELOPES 


s4°°,, 


INTRODUCTORY OFFER... 
THE FINE STATIONERY 
IN THE PLAIN BOX! 


World’s finest stationery value, and 
a quality gift for 42 years! Crisp, rich white bond paper 
printed with user’s name and complete address in Midnight 
Blue ink. Socially correct, and so convenient for dozens of 
correspondence uses. 100 6” x 7” printed note sheets and 
50 printed matching pre dy Maximum of 4 lines of 
printing with vp to 30 characters (including spaces) per 
line. Only $1.00 per 150-piece Introductory Box. 


Tad *2c:" $2. OO 


| 
BOX! Jumbo 450-piece Triple Box! 
300 printed sheets and 150 printed envelopes. Save a 
full dollar on this great bargain offer. Only $2.00 postpaid, 
Sold only by mail, directly from the Factory. Satisfaction Guoronteed! 
The AMERICAN STATIONERY Cco., Inc. 
1057 PARK AVENUE PERU, INDIANA 
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BIRTH ANNOUNCEMENTS 
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ORDER DIRECT awo SAVE 


BIRTH-0O- GRAM CO. 


ests 
rat ie NG 
MEA cEPT E CORAL GABL 


ex 

















is the Mahler Way! 


Thousands of women like yourself, after reading 
and following our instructions carefully, have 
learned to remove unwanted hair permanently the 
Mahler way. Re-discover the thrill of an excitingly 
beautiful complexion — don't delay another day! 


r ‘Send 10c for ™ “page illustrated booklet “New 
7, Radiant Beauty”... learn the secret for yourself. 
















Dept. 851P, PROVIDENCE 15, R.I. 











1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
: ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual- 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX, Use 
them on stationery, books, cards, etc. 
1000 only $1. ppd. SPECLAL—SAVE 
MONEY! ANY 3 DIFFERENT 
ORDERS $2. Satisfaction quaran- 
teed! Handy Labels, 1033 J 


Jasperson 
Bidg., Culver City 1, California. 











BOTTLE BEAR—a gift for baby as prac- 
tical as it's cuddly. Made of soft wool 
plush, washable bear keeps milk warm 
and protects bottle from jolts. When 
bottle’s removed via zipper front the 
little bear becomes a favorite toy. It’s 


$1.98, ppd. Specify white, pink or blue. 
Dept. TS, P. O. Box 
Minn. 


From Gift Town, 
1125, Minneapolis, 





f 


THE “ANYTHING” LAMP? Have a yen to 
do something unusual? Create your own 
lamp! Use adjustable brass post, wood 
base and “anything” at hand—vase. drift- 
wood, bowl. You can have a new lamp 
every week. Oval wood base—in honey 
tone pine, maple or ebony—is 6 by 7! 
inches. Just $5.95, ppd., for both post and 
base. (Add 5 per cent west of Miss.) 
Specify finish for base. Yield House, 
Dept. TS, North Conway, N.H. 
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CELEBRATE the Civil War Centennial 
with this set of four battle prints in full 
color. On heavy white stock ready for 
framing, they're reproduced from = au- 
thentic wood engravings. Scenes in- 
clude: burning of the Union Fleet, 
Union troops in Texas, Hancock's Bri- 
gade. Union Army Telegraph Corps in 
Virginia: all have descriptions. At $3.95, 
ppd. Gift House, Dept. TS, Mount Ver- 
non, N. Y. 
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LIBERAL 


Continued from page 28 


need for trained and intelligent leaders. 
would give schools and scholars a finan- 
cial boost through Federal aid. Increased 
sales and excise taxes or even a financial 
levy on large corporations (since they 
benefit by employing skilled men) would 
be considered an investment in the fu- 
ture. 

All these proposals have one element 
in common: Federal intervention to pre- 
serve democracy or the rights of the peo- 
ple against private interference—Federal 
intervention, not as a last alternative but 
as the best 





solution to man’s material 
or even his personal problems. Without 
this, say the Liberals, there can be no 
defense against the far right or the Com- 
munism of the far left. 





CONSERVATIVE 


man. This would eliminate the present 
system whereby a man earning $100,000 
a year gives 


From page 28 


67.32 per cent of his in- 
come, while another man with $10,000 
is taxed only 26 per cent. Under today’s 
structure the conservatives feel success 
and not failure is punished. The man 
who has labored harder and with more 
intelligence to produce is denied the 
right of enjoying the fruit of his labors. 

In the realm of business, 
servatives 


most con- 
hold to a laissez-faire policy. 
Competition, automatic safeguards—the 
law of supply and demand, the Federal 
Reserve—are 


enough to protect the 


Excessive government control 


can only hamper private enterprise. 


economy. 


In line with this is the conservative 
viewpoint on labor unions. As an ex- 
pression of freedom and justice, they 
hold, unions are good. 

But they have gone too far. Too much 
power is concentrated in the hands of a 
few union leaders at the expense of un- 
ion members and the public. 

This, briefly then, is the Conservative 
creed: Democracy through the individual. 
for from great men come great nations. 
From weak and fearful men who bargain 
freedom for security, there can come 
nothing but slavery. 





(Key to quiz on page 12) 
Do they End with One “F” or Two? 

1. sheriff, sheriffs or sherif, sherifs (Arab 
prince or chief); 2. shelf, shelves; 3. wharf, 
wharves or wharfs; 4. tariff, tariffs: 5. proof, 
proofs: 6. leaf, leaves: 7. cuff, cuffs: 8. re- 
buff, rebuffs: 9. calf, calves: 10. hoof, hoofs 


or hooves. 


Seme Tricky Geographic Terms 
Note: The silent letters appear in italics. 


l. isthmus; 2. prairie; 3. mountain; 4. 
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island; 5. coast: 
ridge; 10. plains. 


6. peak; 7. sea; 8. bay; 9 


Drop in the Hyphens 

1. know nothing: 2. four-o’clock: 
o'clock: 4. well-to-do; 5. 
know-nothing: 


3. four 
blue-pencil: 6. 
7. well to do; 8. blue pencil. 


Pleasant or Unpleasant? 
Pleasant 
Magnanimous: high-minded: noble. San- 
guine: hopeful; confident. Affable: 
friendly. Punctilious: scrupulous; 
Unpleasant 
Carping: 


gracious; 
careful. 


faultfinding. Dour: 
Fractious: irritable. 
disdainful. 


sullen. 
Supercilious: haughty; 


Similar, But, Oh, How Different! 


Note: Sentences are given as suggestions 


only. 1. Wary. On one’s guard. “Be very 
wary about giving rides to strangers.” 
Weary. Tired: fatigued. “I'm too weary to 


do any more shopping today.” 2. Dilate. To 
expand. “The speaker dilated on his favorite 
subject until we were exhausted.” Dilute. 
To lessen the strength of a liquid by thin- 
ning. “Caution: Dilute this disinfectant be- 
for using!” 3. Affluence. Wealth: abundant 
supply. “Considering his affluence, he is ex- 
tremely penurious in minor expenditures.” 
Influence. Power to produce an effect. “The 
atmosphere in a child’s home exerts a tre- 


mendous influence over his entire life.” 

Apposition. In grammar, a word or phrase 
that follows another and denotes the same 
person or thing. “A word or phrase used in 
apposition should be set off by commas.” 
Opposition. Hostility; Capital- 
ized, the political party opposed to the party 
in power. “We hereby voice our opposition 
to the plan.” “The leader of the Opposition 
urged everyone to rally 


call.” 


resistance. 


to the President's 





(Key to project on page 48) 
Letter | 


Line 1—Congratulations; line 3—Juvenile 
Delinquency; line 4—well-written: line 9 
luncheon: line 10—of (not for): line 11— 
November; line 12—Club, luncheon: line 
16—be consistent with the date—is it 14 
or 15? 


Letter 2 


Line 5—grammar; line 6—book; line 7 
—comma after however; line 8—separate, 
comma after but or no comma after cover: 
line 10—comma after book, 
line 15—receive; line 16—available, sec- 
ond of not necessary (of all our), also is in 
wrong position—better to say you will also 
receive: line 18—hbetter to say those, not 
them, don’t overuse also 


encompasses ; 


omit this one, 
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What every corporation needs... 

Intelligence. tact. poise. diligence. pa- 
tience and confidence are what go into 
the making of secretaries at General 
Electric's Philadelphia plant. Their Sec- 
retarial Development Program recently 
installed by the Missile and Space Ve- 
hicle Department meets two purposes: 
temporary secretarial services are pro- 
vided during emergencies and trainees 
thus have diversified experience to pre- 
pare them for permanent positions when 
eligible. 

Selection for the program is made on 
the basis of high school grades, pre-em- 
ployment test results, letters of recom- 
mendation and interviews. The program 
is composed of two separate phases: a 
rotating assignment phase (lasting from 
three to six months) and an instruction 
phase (from six months to a year). 

Classes include secretarial subjects 
and technical vocabulary in addition to 
schooling in company and MSVD poli- 
cies and procedures. Rotation assign- 
ments offer the trainee an opportunity to 
become familiar with various duties and 
working environments at General Elec- 
tric. 

Members, who all start at the same 
salary, can increase their pay through 
the quality of their job performance. 
The success of the program has been 
tested by the outstanding performance of 
the first class last July. We support 
the program's continuance and wish it 
future success. 


Activities and plans from NSA... 
Attempting to prepare and encourage 
qualified students to enter the secre- 
tarial field, the National Secretaries 
Association (International) is sponsor- 
ing a Future Secretaries Association. 
Open to all business education students 
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showing an aptitude and interest in sec- 
retarial work, the educational program 
will offer study sessions, lectures and 
panel discussions on business. work 
habits. proper office attire, human rela- 
tions in the office, how to apply for a 
job—and what management expects from 
today's secretary. Although members 
will participate in local NSA-sponsored 
projects, they ll function under their own 
bylaws and officers. Ask about FSA at 
your local NSA chapter. 

ae 


ies for an in-service training program for 


to meet management inquir- 


stenographic and secretarial personnel. 
NSA has compiled a “Secretarial Tech- 
niques manual. Its fifteen sections are 
designed so that an individual company 
may select those units needed for its 
own training program. Techniques in- 
cluded cover those used by the mas- 
ter typists. shorthand writer, machine 
transcriber and letter writer. Instruction 
is given on such subjects as telephone 
techniques. organization of work and 
work space. quality of duplicating and 
the use of postal and shipping services. 
An additional study unit is devoted to 
the explanation of the secretary's func- 
tion in business. 

The manual is another of NSA’s edu- 
cational projects aimed at raising the 
standards of secretarial performance. 
Information about it is available from 
Dr. Fred S$. Cook. Educational Director. 
NSA, Wayne State University, Detroit, 
Michigan. 


NALS’s 10th annual... 


\ river cruise and a barbecue buffet 
were some of the embellishments at the 
National Association of Legal Secretar- 
ies’ convention in Chattanooga. Tennes- 
see. The Chattanooga legal secretaries 
were perfect hostesses. and everyone 


views next vears site. San Francisco, 


with anticipation. Some items accom- 
plished at the business sessions: Mrs. 
Elof S. Lundwall of Fargo. North Da- 
kota. was elected Legal Secretary of the 
Year. Employed for thirty years by the 
law firm of Whittlesey & Pancratz. Mrs. 
Lundwall will spend some of her vaca- 
tion time to enjoy her prize—a week 
for two at the Tropicana Hotel. Las 
Vegas. Nevada. Mrs. John P. Davis of 
Mobile. Alabama. and Mrs. Ronald M. 
Sobel of Cleveland. Ohio. were Legal 
Secretaries Two and Three respectively. 

For undergoing two days of intensive 
examinations and passing all subjects, 
Miss Doretta A. Bradley of the New 
York Association received the fourth 
Professional Legal Secretaries Certifi- 
cate. 

NALS is now sporting an author— 
their own first vice-president. Anita L. 
Leigh. who was also selected as Officer 
of the Year. Her book. tentatively titled 
The Legal Secretary Profession. will be 
used in schools and colleges. This is a 
“first” in text books—devoted primarily 
to legal secretarial training. 

NALS enters its second decade with 
200 chapters throughout 50 states, Puerto 
Rico, England and Japan. Membership 
now numbers approximately 6.800. 

Information regarding educational and 
social opportunities offered legal secre- 
taries and the procedure for forming 
new chapters may be secured by writing 
to Mrs. Eileen Fisher. president, P. O. 
Box 905. Beckley. West Virginia. 


From a woman's view... 


\ final word about discrimination 
against women in industry and the pro- 
fessions is that it's on its way out—es- 
pecially in fields in which theres a 
shortage of trained and qualified work- 
ers. This information comes from a re- 
liable sourcee—Mrs. Esther Peterson, as- 
sistant to the Secretary of Labor and 
Director of the Women’s Bureau. To 
insure the riddance of nineteenth-century 
taboos. Mrs. Peterson advised that more 
young women be encouraged and guided 
in acquiring those skills that are in 
short supply. No intelligent employer 
will turn away a needed mathematician 
because she is a woman.” she said. “And 
no profession that lacks qualified help 
will close the door of opportunity to 
women.” But Mrs. Peterson feels that it’s 
still up to women to keep those doors 


of progress open. 


Time to retaliate... 


Just a reminder that October 16 is 
dedicated to your favorite man—it’s Na- 
tional Bosses Day. 


TODAY’S SECRETARY 
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Sometimes, typing is just plain tedious. On days like that, a tattle-tale erasure 
at the end of a single-spaced page can lead to a touch of typewriter tem- 
perament. One sure way to save both time and temper is to open a box of 
Kimberly-Clark typewriter paper. Pick and choose your favorite type. There’s 
a wide range of bonds and onionskins, translucent and manuscript cover, too. 
You'll make a very big impression in the office with Kimberly-Clark type- 
—— papers. But ne ere sgl ‘on sige for < Try them yourself and see. 
rom your stationer or Kimberly-Clark distributor. : 
: ‘ Kimberly Clark 
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The President of Swingline 
Owes Secretaries this Apology! 


Our face isred —and deservedly so! There you are, each 
day busier than the last, bothered with a million little 
details from collating the boss’ latest tome to fastening 
tags to his gifts for his wife—and here we are, the world’s 
largest manufacturer of staplers for home and office use 
—and we’ve never really given you the opportunity to try 
all the wonderful equipment we have to offer so that your 
job could be so much easier! Frankly, we’re ashamed. 


In fact, we feel even worse when we stop to realize that 
we make a stapler for your every possible office need— 
even that special one you’ve wanted that made the office 
purchasing agent cry: “If you can find it... you can have 
it!” For example, we have that marvel of marvels, the 
completely automatic electric stapler that requires only 
a feather touch to turn out tons of fastening work. If you 
want a master desk stapler, our No. 4 holds 210 stan}.s— 
loads in a breeze thanks to our exclusive open ch annei. 
The No. 3 is a shorter desk model...the No. 27 a rugged 
one—and you can have it with your company’s name im- 


ca 


printed on it, too. Want versatility in action? Our No. 77S 
does a 4-in-1 job: staples, tacks, pins, fastens and stores 
500 staples. One-girl office? We’ve designed the No. 99 
specifically for the smaller office—yet it holds 105 staples 
for ready action. 


And, remember...only SWINGLINE staplers guarantee 
split-second loading, jam-proof performance! There are 
exciting Jeweltone colors to choose from, ultra-modern 
designs to make yours the prettiest desk anywhere. And 
you can tell that purchasing person they’re all sensibly 
priced, too! 


But trying is believing —and we’ve neglected you too long. 
So, why not call us today —or ask your purchasing person 
to do it. We’re ready to discuss all your stapling needs 
and problems with you—at length!—and prepared to send 
you the staplers that will answer your individual needs 
for a FREE 10-DAY TRIAL. No obligation, of course. 
Just ask for the man with thered face. 


Seen on more desks across the 


SPEEDPOINT — the only premium 
country than any other brand 


staples sold at list price. 


INC. LONG ISLANO CITY 1, NEW YORK 


World’s Largest Manufacturer of Staplers for Home and Office * In Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada 








